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TOWN CLERK AND RESPONSIBLE FINANCIAL 
OFFICER SOUTHWOLD TOWN COUNCIL
Closing date for applications: Midday – 6th November 2026  

Location: Southwold, Suffolk

Salary: £50,400- £56,500 (SCP 37- 41)

Town Clerk and Responsible Financial Officer (RFO) and Clerk to The Common Trust, Southwold – full time.
Southwold is a thriving seaside town in Suffolk with a rich history and pageantry. It has a busy High Street with a mix of independent and national shops, cafes and hostelries, a blue flag beach, surrounding common and marshes and a harbour, all of which draw visitors the year round. The Council has a sizeable property portfolio and its councillors are trustees of the Common Trust. We are looking for an experienced Town Clerk and Responsible Financial Officer with a rare opportunity to build his or her own supporting team and be instrumental, with a committed group of councillors, in the upkeep and protection of a flourishing community and holiday destination, and the delivery of a variety of interesting ongoing and substantial projects. 
The role will be a mix of office and home-based work. The Council is based at the Town Hall in  the Market Place, and it will be necessary to be out and about in the town at times and present at the town’s various civic functions. Some evening work will be required to attend council, trust and committee meetings.
Remuneration for the role will depend on the successful applicant’s knowledge, experience and qualifications.
The ideal candidate will have a proven track record and experience in the local government sector or a similar organisation. A successful candidate will demonstrate a real interest in the town and a dedication to delivering services of the highest quality to residents, businesses and visitors.

If this opportunity appeals to you and you wish to be considered for the role, please download the recruitment information pack and appropriate application form from the Town Council’s website https://southwoldtown.com and post or email your application by the closing date. For an informal chat about the position, please feel free to contact the current clerk, Lesley Beevor, either by phone 01502 722576 or email townclerk@southwold-tc.gov.uk  


Job Description and Person Specification
Title:      
Town Clerk / Responsible Financial Officer, Southwold Town Council and Clerk to The Common Trust, Southwold

Hours:    
37 hours per week, including attendance at evening Council and committee meetings, Southwold Common Trust meetings and weekend civic functions; within this there is flexibility as to when and where the hours are worked in agreement with the HR sub-committee of the Council.

Salary and pension: 
£50,400 - £56,500  SCP 37 - 41
Pension by agreement 

Accountable to:
Southwold Town Council as a corporate body and the Trustees of The Common, Southwold (working name - Southwold Common Trust).

Location:
Working from the Town Council’s office in the Town Hall and at home by agreement with HR sub-committee of the Council
Job Purpose:
To act as the principal officer of the Council, advising on governance, managing the Council’s administration and operations, supporting Civic Functions, and fulfilling the statutory responsibilities of Responsible Financial Officer, and to act as Clerk to the Trustees of Southwold Common Trust.
Main Duties and Responsibilities:
Governance and Statutory Duties
· Proactively keep up to date with relevant changes in legislation affecting local councils and charity trustees.
· Act as the Proper Officer of the Council and ensure the lawful and effective discharge of council business.
· Advise councillors on governance, procedure, standing orders, financial regulations, and legal duties.
· Ensure agendas, notices, and meeting arrangements comply with statutory requirements.
· Maintain statutory registers, records, and council documentation.
· Oversee Southwold Common Trust in accordance with its bye-laws.
· Prepare policies for review and adoption as required and ensure that councillors and staff are aware of policy and procedures.
Financial Management
· Fulfil the statutory duties of Responsible Financial Officer.
· To prepare the annual precept and budget demonstrating the requirements for the next financial year.
· Prepare and manage monthly accounts and forecasts, monitoring reports, and year-end accounts.
· Administer income, payments, bank reconciliations, and financial controls.
· Invest and manage Council monies in accordance with adopted Council policy and delegated instructions from the Finance and Governance sub-committee.
· Ensure compliance with audit, VAT, payroll, and financial reporting requirements.
· Ability to identify, develop and write grant applications and funding bids as opportunities and projects arise.
· Prepare and manage accounts and forecasts, monitoring reports and year-end accounts for Southwold Common Trust, and administer income, payments, bank reconciliations, and financial controls.
Leadership and Management
· Lead and manage council staff in line with Council policy and employment procedures.
· Support the Council in setting objectives, priorities, and service standards.
· Monitor performance and ensure services are delivered effectively.
· Advise on staffing, recruitment, discipline, and training matters as appropriate.
Meetings and Decision-Making
· Prepare agendas and reports for Annual Town Meeting, Full Council and committees as required.
· Attend meetings, provide procedural advice, take formal minutes and record decisions accurately.
· Ensure resolutions are acted upon in a timely manner and decisions are implemented.

Council Administration
· Establish and maintain effective paper and electronic filing systems to record the business of the Town Council in a recoverable format. 
· Manage councillor vacancies including co-option and elections. Hold acceptance of office forms and a copy of every councillor’s register of interest.
· Ensure adequate links are maintained with partner organisations to enable community contact to be established and to report problems and seek information.
· Place and manage orders for the purchase and supply of goods and services.
· Manage the Council’s response to planning applications making sure that the Council’s response is sent to the planning authority on time.

Projects, Assets and Services
· Support the management of Council property, contracts, projects, and services and maintain the Council’s asset register.
· Ensure insurance cover is in place as is required or mandatory and keep proper insurance records.
· Ensure the Council’s statutory obligations for the proper management of all health and safety matters are met, including the review of the Council’s Health and Safety Policy.
· Oversee procurement, contractors, and external suppliers within delegated authority.
· Assist in developing and delivering Council policies and strategic plans.

Civic Duties 
· Support the civic life of the Council by arranging and attending civic functions, ceremonies and official engagements as required. 
· Liaising with the Mayor, councilors, external organisations and community representatives to ensure events are properly planned, organised and delivered. 
· Advise on civic protocol, support the administration  and formal invitations, and ensure that civic duties are carried out in a professional, compliant and dignified manner, reflecting the standing of the Council and the Town of Southwold.

External Relations and Communications
· Act as the Council’s main point of contact for officers, councillors, partners, and the public.
· Represent the Council professionally in dealings with external organisations including East Suffolk Council and Suffolk County Council.
· Maintain accurate and appropriate communications on behalf of the Council.
· To oversee the management and development of the Council’s website and social media activities.
General
· Undertake any other duties consistent with the role and as directed by the Council or the Trustees of Southwold Common Trust.
· Attend evening meetings and weekend events as required. 
· Monitor and maintain GDPR data compliance.
· Balance the demands of the councillors and support the whole of the Council as a Corporate body. 
· Attend, if required, regional/national conferences of representative bodies likely to have agenda items of interest affecting the future development of the Town Council and report back to the Council on relevant issues.

Person Specification
Essential 
· Experience as a Town Clerk, or Parish Clerk or a similar role.
· Experience as a Responsible Finance Officer. 
· Experience in local government administration at a senior level.
· Knowledge of local council law, governance, and finance.
· CiLCA or willingness to work towards it, where appropriate.
· Proven ability to manage staff, services, and budgets.
· Excellent written and verbal communication skills.
· Strong organisational and decision-making skills.
· Ability to work under pressure and meet statutory and contractual deadlines.
· Ability to handle confidential and sensitive matters with discretion.

Desirable
· Relevant management, governance, project management, or finance qualification.
· Experience of project management, procurement, or asset management.
Key Attributes
· Authoritative and professional
· Highly organised and dependable
· Strategic and proactive
· Diplomatic and resilient
· Able to lead, advise, and inspire confidence
· Flexible attitude to working hours 
· Passionate about supporting local communities





Southwold Town Council Job Application Form
Data Protection Act 2018: The information on this form will be used for recruitment, selection and appointment purposes and may be copied for use during this process.  If you are appointed, the information you have provided will be stored and used for operational and managerial purposes and in connection with the payment of salaries.  If you are not appointed, the data will be stored for a short period then destroyed.  Southwold Town Council takes care to ensure the security of personal data.  This is done through appropriate technical measures and relevant policies.  Data is kept for the purpose for which it was collected and only for as long as necessary.
Equal Opportunities: Southwold Town Council is an equal opportunities employer, and your application will be judged solely on merit and irrespective of ethnic origin, race, colour, gender, disability, age, trade union activity, marital status, religion, belief or sexual orientation or any other protected characteristic. Please answer all the questions in this form honestly and truthfully and read and sign the declaration at the end of the form to provide the best chance of obtaining an interview.

Failure to answer all the questions on this application or failure to reveal information which might influence a decision on whether or not to employ you will automatically invalidate the application and the offer of employment, and where employment has commenced, liable to dismissal without notice.

The use of AI to write your application is prohibited.  Applications where the use of AI is detected will not be considered.  Your application must be written by you.

Please complete in black ink and print where possible

	Position applied for:


	Source of application:

	Surname:
	First names and title:



	Full address (inc. postcode):







	Phone number:


Email: 


National Insurance Number:









Personal Details:
	          
Do you require a permit to take up employment in the UK?                               Yes            No 


	
.


Are you legally eligible for employment in the UK?                                               Yes            No   



	

Do you hold a current clean driving licence?                                                           Yes            No    



	Do you have access to your own vehicle for work?                                                 Yes           No            


	Please give details of any driving offences currently under endorsement:






	Please give details of any unspent criminal convictions that you may have (in accordance with the Rehabilitation of Offenders Act 1974).




	If offered this position, will you continue to work in any other capacity?           Yes            No    

	Have you previously worked for Local Government?                                               Yes           No   



	Are you related to or do you have a close relationship with any member or                                  employee of this Council?                                                                                              Yes           No 



	If yes, please give full details:









Employment History:
Please list all employment in reverse chronological order, starting with your present or last position.
Please continue on a separate sheet if you need to.

Name & Address of Current/Last Employer:
	





Date joined:	Date Left:



Job Title:
	
Describe your duties and responsibilities:
	








Salary:	Type of Business:	

Reason for Leaving:
	






Name & Address of Employer:
	





Date joined:	Date Left:


Job Title:
	
Describe your duties and responsibilities:
	








Salary:	Type of Business:	

Reason for Leaving:
	







Name & Address of Employer:
	





Date joined:	Date Left:


Job Title:
	
Describe your duties and responsibilities:
	








Salary:	Type of Business:	

Reason for Leaving:
	






Education and Qualifications (including Membership of relevant Professional Bodies)
	Date from/to
	Name of School, College or University
	Qualifications Gained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Training
Please list any relevant training courses attended below:
	

	

	



More about you
This is the most important part of your application.  Having read the job description and person specification, please tell us how your experience and abilities meet the requirements of the job.  Please do not repeat your career history but draw our attention to your main achievements and how these will help you be successful in the post.  Reference to any relevant unpaid/voluntary work will also be welcomed.  Please include additional sheets if required.

Please tell us why you are applying for this position.
	








Provide examples of other experience work (including voluntary positions) you have undertaken recently which makes you feel you would be a good match for this role.
	








Please provide any further information you think we should know that isn’t covered elsewhere in this form and why you believe we should invite your for interview for this position:
	








Interview
Please provide us with any other information relevant to the recruitment process so we can ensure every attempt is made to meet your needs.  This could include dates when you are not available for interview or any special requirements you may have such as necessary equipment and/or resources to enable you to attend an interview.
	









References
Please give the names and addresses of two referees.  One should be your present or last employer if possible.

Referee 1	Referee 2.43

.43


	Name
	Name

	Job Title
	Job Title

	Organisation
	Organisation

	Email
	Email

	Phone
	Phone

	How long have you know this person and in what capacity?

	How long have you know this person and in what capacity?


	May we approach them now?   Yes          No   .43


	May we approach them now?    Yes         No   




Disabled Candidates
Any candidate who notifies us of a disability and meets the minimum essential criteria for the job will be considered for an interview.  The Council complies with the Equality Act 2010.

	Do you consider yourself to have a disability?          Yes         No   .43



If yes, please inform us of any arrangements you may need to assist you if selected for an interview.







Relationships
Please note that any attempt to canvass or influence the fair appointment of staff will render the application for employment invalid.

	Are you a Southwold Town Councillor or are you related to or living with a Southwold Town Councillor?  Yes           No           If yes, provide details




Do you have, or have you had any business, financial or other interests involving the Council or Southwold?  For example, involving supplying services to the Council or membership or management positions that may create conflicts of interest?        Yes/No

If yes to either question, please provide details below.













DECLARATION
I, the undersigned, declare that the information given my me on this application and any other form (including at interview) to the best of my knowledge is true and correct, and that I have not used AI tools to write my application, or knowingly withheld any fact or circumstance which, if disclosed, would influence a decision to employ or not employ me.  I understand that any false or misleading information, or omissions concerning criminal convictions, may disqualify my application or may render my Contract of Employment, if I am appointed, liable to dismissal without notice.

	Signature:



	Date:



Please return your completed application by the deadline to:

The Town Clerk, Southwold Town Council, Town Hall, Market Place, Southwold IP18 6EF or by email to admin@southwold-tc.gov.uk.













Southwold Town Council

Selection Process and Timetable

Applicants who can demonstrate substantial managerial and financial experience, along with a willingness to work towards a recognised qualification in local government law and procedures if not already CiLCA qualified, will be assessed and scored by a selection panel.

Shortlisted candidates will be invited to attend an interview at the Town Council offices.
Please allow approximately two hours for the interview, which may include a presentation to be prepared and submitted in advance.

TIMETABLE

Application Closing Date: Midday on Friday 6th November 2026

Candidate Shortlisting: w/c 16th November 2026

Interviews: w/c 23rd November 2026
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