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Essential Skills, Knowledge & Aptitudes Desirable Skills, Knowledge & 
Aptitudes 

Knowledge 
1. An appreciation of the role of parish councils. 
2. Knowledge and/ or understanding of the parish sector. 
3. Basic understanding of the legal and procedural 

frameworks within which Parish Councils work. 
4. Hold or be willing to train for the CiLCA. 
5. A willingness to undertake training to develop and 

maintain detailed understanding of the legal and 
procedural frameworks within which Parish Councils 
work. 

Interpersonal and Communications skills 
6. Excellent interpersonal skills including an understanding 

of the importance of listening.   
7. Confidence and authority to advise and guide the Council 

as necessary. 
8. Credibility to deal with the public and other local 

authorities or other organisations. 
9. Ability to work well as part of a team. 
10. Demonstrable ability to clearly and persuasively impart 

information in a variety of contexts and to different 
audiences.  

11. Demonstrable ability to write minutes, agendas and 
reports and other written material using clear and 
concise English, appropriate to the intended audience. 

12. A willingness to attend meetings or events to represent 
the Council should it be required. 

IT and Financial literacy 
13. Competent and effective user of IT for documents (eg 

Word), spreadsheets (eg Excel) email, internet research, 
and video conferencing (eg Zoom). 

14. Ability to maintain simple accounts and produce financial 
reports using Excel. 

Personal skills and aptitudes 
15. Self-motivated. 
16. Excellent organisational skills. 
17. Ability to prioritise effectively. 
18. Ability to meet targets and deliver to deadlines. 
19. Ability to attend evening meetings 

 
 
 

A. Detailed understanding of the legal 
and procedural issues affecting 
Parish Councils. 

B. Knowledge of Cemetery 
management.  

C. Experience of efficient management 
of events. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
D. Able to deliver projects efficiently to 

budget. 
 

A detailed handover and induction will be provided. Training in some aspects of the role will be 
available to the right candidate. 


