
Bourton on the Hill Parish Council (Cotswold District) 

Vacancy for Clerk and Responsible Finance Officer 

Following the retirement after 16 years service, there is now a vacancy for Clerk 

and RFO.  Bourton on the Hill is a small parish two miles outside Moreton-in-

Marsh with a population around 257 mainly focused on the houses either side of 

the A44. There is a church, pub, a village hall and a garage with a small shop.  

The Parish Council is responsible for two bus shelters, grit bins and village 

benches. 

The post is part time, 4 hours a week. The Clerk/RFO will work from home and is 

expected to attend 6 meetings per year. Applications are invited from proactive 

individuals, ideally with experience of working in a similar role but training will 

be provided for the right candidate. The Parish Clerk and RFO will be responsible 

for the administration of the business and finances of the Council. The 

successful applicant must be computer literate have strong interpersonal skills 

and excellent communication and organisational skills. Friendly and positive 

outlooks are essential. 

The salary is SCP range10–13, which equates to £11.08 - £11.76 per hour, 

depending on experience. More information and job description can be 

obtained from www.bourtononthehill.co.uk.  Please send applications by CV and 

covering letter to the Chairman, Andy Vigrass at avigrass@mrcuk.com by 13th 

September 2021.  

 

 

 

 

 

 

 

 

 

 

 



Bourton on the Hill Parish Council job description for Clerk and RFO 

 

1 Prepare the agenda for Parish Council (PC) meetings, attend meetings, 

keep and subsequently publish minutes of meetings on the website and the 

three notice boards.  Fulfill the requirements and decisions of the PC. 

2 Notify the councillors of receipt of planning applications, post PC 

comments on applications on Cotswold District Council (CDC) website. 

3 Arrange payment of invoices (approved and conducted electronically by 

signatory councillors). 

4 Keep simple spreadsheet accounts on a receipts and payments basis, 

submit running summaries at PC meetings, prepare annual accounts for 

inspection by internal and external auditors.  The 2021/22 precept is £5,600. 

5 After the precept amount has been decided at the appropriate PC budget 

meeting, submit precept demand to Cotswold District Council. 

6 Expected hours of work: 

The PC meets six times a year in the Old School Hall and the day of the week is 

flexible.  The meetings last about 45 minutes to 1.5 hours starting at 6.30 p.m.   

7 Other duties include reviewing and answering emails, and reviewing 

relevant information posted online by bodies such as the Gloucestershire 

Association of Parish and Town Councils (GAPTC), county, district and central 

government. 

8 Remuneration and Equipment: 

The salary is SCP range10–13, which equates to £11.08 - £11.76 per hour, 

NI contributions will be payable by the PC.  Necessary travelling and stationery 

expenses will be reimbursed. 

A laptop computer, printer and mobile phone are provided. 

9 Training: 

A number of training courses are available through GAPTC for new clerks and 

refreshers for established clerks, the PC will reimburse the costs of attendance 

at such courses. 

 
 


