
Job Description 
   

Job Role: Finance and Administrator 

 
Reports to: Town Clerk  
 
Salary Scale:  23-26 
 
 
Summary:  
 
Assist the Clerk to ensure the smooth running of the Town Council office, and 
provide effective administrative support. Ensure that the Council’s instructions in 
all financial matters are carried out in accordance with its own regulations and 
with legislation and to advise the Council on its financial matters, seeking expert 
guidance where necessary.   
 
 
Essential duties and responsibilities:  
 
To support the Clerk with financial administration of the Town Council such as 
dealing with invoices, purchase orders, preparing cheques and maintaining 
financial records.  
 
To implement changes in local government law as detailed in the Local Council 
Practitioners and Accountability Guide. 
 
To ensure that the Council’s instructions in all financial matters are carried out in 
accordance with its own regulations and with legislation and to advise the 
Council on its financial matters, seeking expert guidance where necessary.   
 
To maintain appropriate financial systems so that income and expenditure is 
properly monitored and controlled. 

To assist and advise the Council in financial planning by providing monthly 
budget reports on spending and to administer finances for specific projects as 
agreed by the Council. 

To provide financial reports for Council activities such as Twinning, Allotments 
and Britain-in-Bloom. 

To assist Councillors in the preparation of the financial information needed for the 
Town Council annual budget and precept. 

To deal with financial correspondence, in accordance with Council policies by 
replying directly where possible and referring to relevant Councillors where 
clarification of policy is necessary. 



To be responsible for all income and expenditure, associated with the Town Hall, 
in particular administering tenant’s rents and relevant service charges in liaison 
with the Clerk. 

To manage cash flow, bank transfers, make payments to creditors, maintain the 
petty cash system, and bank regularly all monies received by the Council. 

To write out cheques and bankers drafts for councillor signatories. 

To maintain information on the status of planning gain and grants requested by 
the Council and report as required. 

To submit the VAT return and assist in any VAT inspection. 
 
To maintain a register of Council property and assets, and the order book in 
liaison with Clerk 
 
To be responsible for preparing the Annual Audit return, in liaison with the Clerk. 
 
 
To keep up to date with issues involving good financial practice and changes in 
legislation, in particular VAT rules,  by studying relevant material.  
 
To undertake relevant training as required by the Council. 

To advise Councillors of relevant legislation and regulations governing insurance, 
to keep policies up to date and to undertake an annual insurance review.   

To collect any rents or other money due to the Town Council, including payments 
for WGTC News advertisements. 
 
To make payment to suppliers. 
 
To open incoming post, answer telephone enquiries and deal with as appropriate 
directing callers where necessary.  
 
To greet and provide assistance to members of the public and visitors to the 
Town Hall. 
 
To copy and file statutory communication from Milton Keynes Council, other 
government agencies and organisations that Wolverton & Greenleys Town 
Council subscribes to. 
 
To assist the Clerk with duties such as maintaining office systems by updating 
diaries, calendars and ordering stationery. Maintain contacts system, list of 
suppliers and contractors.    
 
To assist the Clerk in administering meetings by preparation of documents for 
consideration by councillors. 



 
 
 
To assist the Assistant to the Town Clerk in running the office when the Clerk is 
unavailable. 
 
To respond to letters from the public when required by the Clerk. 
 
To assist Clerk in administering meetings by copying agendas and documents for 
consideration, booking meeting rooms and ensuring minutes folder held in library 
is kept up to date. 
 
To provide cover for office opening hours. 
 
To undertake other duties that might be required from time to time. 
 
 
NOTE:  The Council reserves the right to amend Job Descriptions. However this 
is usually done in consultation with employees. 
 
 
Signed…………………………………………………………… 
 
 
 
Dated…………………………………………………………….. 


