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October 2024
Our ref: 199-166 RFO
Dear Sir/Madam
Vacancy for Responsible Finance Officer (RFO) 
Thank you for your interest in the above vacancy.  Please see the Job Description and Person Specification associated with the role which are also on the Home Page of the Parish Council website https://www.martleshamparishcouncil.org.uk  .  You can also refer to our website for more information on the work of the Parish Council.  

We look forward to receiving your CV, personal statement and covering letter, which should describe how your experience and skills meet the requirements of the job. Please provide details of two referees, whom the Parish Council may contact, noting that one of these should be your current or most recent employer.  The Council will not approach your referees prior to any job offer being made.

The salary will be £15.02 - £16.64 per hour depending on experience and qualifications, based on National Association of Local Councils (NALC) salary scales. The Council is a member of the Local Government Pension Scheme, which operates a contributory pension scheme which the successful applicant is entitled to join. 
The post is initially for 30 hours per week but this may increase as the work of the Parish Council expands; availability for meetings on Wednesday evenings is essential.  Meetings are not held every week so on a week with a meeting 3 hours will be worked on the Wednesday evening.  On weeks when there is no meeting you will be required to work the extra 3 hours during the normal working week. The holiday is pro rata 23 days per annum, plus 2 statutory days and public holidays. 
If a Financial Introduction to Local Council Administration (FILCA) or Local Council Administration (CiLCA) qualification is not held then the Council will expect the person appointed to obtain this with appropriate support from the Council. He or she must also be willing to deputise for colleagues as and when necessary.
This post is subject to a probationary period of six months. 
Additional information required:

REHABILITATION OF OFFENDERS ACT 1974

In your application, please give details of any “unspent” convictions as defined by the Rehabilitation of Offenders Act 1974. Unless the nature of the position allows the Council to ask questions about your entire criminal record we will only ask about “unspent” convictions. A criminal record will not necessarily be a bar to obtaining employment with the Council.

Continued.

PREVENTION OF ILLEGAL WORKING

Please let us know whether you require permission or a work permit to take up employment in the UK or whether there any restrictions on your ability to reside in the UK.

The Council has legal obligations to ensure that you can work legally in the UK. Prior to taking up any 
employment you will be required to provide evidence of a passport and/or other relevant documents to satisfy the Council that you comply with this requirement. 

Postal applications should have the envelope marked with the reference CONFIDENTIAL 199-166- RFO. Applications received via email should start the subject heading with the same reference CONFIDENTIAL 199-166-RFO, with all attachments in Word format.
We look forward to receiving your application. 
Yours faithfully
Laurence Burrows
Laurence Burrows
Chair 
Martlesham Council
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DATA PROTECTION

Any personal information provided will be processed only by the Council for the purpose of considering your application for employment and if successful in your application the information will be retained in your personnel file for such time as you are an employee and for up to six years after the end of your employment. Otherwise, your information will only be retained by the Council for so long as it is required in connection with the application.


