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VACANCY:
PARISH CLERK & RFO
UPTON AND COPPINGFORD PARISH COUNCIL
20 hrs/month (home-based), flexible, bi-monthly meetings

Key Duties
· Organise & minute Council meetings
· Manage budgets, invoices, VAT, audits & PAYE
· Update website, noticeboards & Facebook
· Liaise with local authorities & public
· Maintain files, assets & policies

Reguirements
· Admin & financial experience (CiLCA preferred)
· Strong MS Office, communication & organisational skills
· Self-motivated & able to work independently

Salary: NJC Scale 13-17 (negotiable)
Apply by 4th November 2025
Send CV & short cover letter to:
tim.blackmore@uptoncoppingford-pc.gov.uk


To find out more, please contact tim.blackmore@uptoncoppingford-pc.gov.uk
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