Parish Clerk – St Pierre du Bois
· Responsible, in the first instance, to the Senior & Junior Constables.
· Office hours as detailed on our website 4 days a week.
Additional hours are required to be worked attending 11 evening monthly Monday meetings (normally last Monday in the month) excluding August.
During office hours, member of the Parish will call in, in which you will be required to assist them with their requests which will vary! Anything which you are unable to deal with you will liaise with the senior and junior constables, if need be, on a day to day basis. 
· Holidays - 5 weeks (20 days @ 4 days per week)
· Personal Pension Plan - 5% Employer 5% Employee
· Salary – by negotiation according to experience and qualifications.
· Administration
1. Computer skills must include word & Excel plus accounting software xero.
2. To take Minutes of all meetings and to take actions decided upon with assistance of the constables.
3. The role is very varied – eg January collect dog tax, April rates setting and collection, Hedge inspections twice a year.  Please see website for further information
· Properties Owner and managed by the Douzaine:-
1. Rectory
2. Douzaine Room
3. Post office
4. Parish Hall/Hut
5. Maison de la Cure

Whilst is not a requirement to live in the Parish, you will naturally be expected to take an interest in the day-to-day life of the Parish to be able to fulfil the role effectively.
