
Parish Clerk and Responsible Financial Officer 

 

Grade: LC2 (29-32) 
 

 

About us: 

Pinewood is a large parish within the Babergh District of Suffolk, located on the 

southwestern fringe of Ipswich. Whilst the parish is a mainly urban area of around 

5000 inhabitants and 2000 homes, it also benefits from having Belstead Brook Park 

within the parish, a pleasant place to walk and observe the wildlife. 

In 2008, Pinewood Parish Community Hall was constructed to provide a venue for 

various community groups and activities.  The parish also benefits from a Baptist 

Church, Doctors Surgery, Hairdressers, Convenience Store, Takeaway, a privately run 

Nursery, a school for Children with disability, and a Sixth Form College.  There is also a 

large retail park within the boundary. 

We currently have 7 councillors serving on the Parish Council, many of whom are 

new to the role this year, with 3 sub-committees who focus on running the building, 

the car park, and human resources. 

About the role: 

Due to the retirement of our friendly, supportive, and experienced Parish Clerk and 

Responsible Financial Officer we are recruiting for their successor. 

This position is for 28 hours per week, to be paid pro-rata at LC2 (Points 29-32).  You 

will be expected to work core hours from our office in our Community Hall, and to 

have some flexibility so that you are able to support the Council and its various 

committees at their evening meetings. 

In this role you will: 

• be totally responsible for ensuring that the instructions of the Council and its 

committees, in connection with its function as a Local Authority, are carried 

out. 

• be expected to advise the Council and its committees on, and assist in the 

formation of, overall policies to be followed in respect of the Authority's 

activities.  You will also proactively produce all the data/information required 

to make effective decisions and implement all decisions in a constructive 

manner.  

• be accountable to the Council and its committees for the effective 

management of all its resources and facilities, reporting to them in a timely 

manner. 

• be the Responsible Financial Officer and responsible for all financial records 

of the Council and the careful administration of its finances. 

 



We are looking for someone: 

• with strong literacy, numeracy, and ICT skills. 

• who demonstrates good interpersonal skills, especially patience and 

empathy. 

• who can prioritise tasks and manage their time, whilst working as part of the 

council team and, in due course, line manage and delegate to Community 

Hall staff. 

• who can communicate effectively and with credibility to a wide variety of 

stakeholders. 

How to apply: 

For an informal discussion about this role, and for further information (including a job 

description, person specification and application details) please contact Sandra 

Peartree – Parish Clerk and Responsible Financial Officer on 01473 692690, or email 

pinewoodpc@ntlworld.com  

Closing date: 31st March 2024, 5pm 

For more information about Pinewood Parish Council please visit our website 

http://pinewood.onesuffolk.net/  
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