Deal Town Council
Post:  Committee Clerk  
	
	Essential
	Desirable

	Knowledge
	Familiarity with Deal
	Knowledge of local government

Knowledge of law and procedures relating to town council decision making

Knowledge of the planning application process and planning matters in general

	Experience
	Experience in servicing meetings, and producing agendas
Experience in managing own workload and working to deadlines

Track record of making a positive contribution to an organisation

To be able to demonstrate a working knowledge of the planning process and basic planning legislation
A good knowledge of addressing environmental concerns
	Experience of dealing with ongoing issues over a period of time

Working knowledge on national policies and planning reforms

Experience in liaising with representatives of other organisations


	Skills and Abilities
	Ability to present information effectively in council meetings

Good interpersonal and written skills and the ability to communicate at all levels

Ability to manage committee and meeting processes with regard to timetable deadlines and legal requirements

Good organisation skills and the ability to manage and prioritise a variety of tasks and busy workload

Good IT Skills

Ability to work accurately

Ability to work on own initiative and to be self-motivating

Ability to employ tact and discretion and maintain confidentiality when required
Ability to work as a member of the team
	

	Qualifications
	Willingness to work towards a qualification in town planning or related discipline
Willingness to work towards the Certificate in Local Administration foundation qualification (CiLCA)
A good standard of English and Mathematics

	A qualification in town planning or related discipline
To have obtained the CiLCA qualification
Educated to A Level or equivalent in English and Mathematics or business related subject

	Any other requirements for the post
	Flexibility and a willingness to learn

Ability to work some evenings

Interest in serving the local community

A proactive approach to work
A Full driving licence


	


