
 

 

 

DATCHET PARISH COUNCIL 

Job Vacancy – Administrative Clerk (Part Time) 

 

Datchet Parish Council is looking for a professional administrative clerk to play a significant role in 

ensuring that the Council runs smoothly.  

The main duties and responsibilities will cover a wide range of administrative and clerical tasks 
relating to Local Government practices which are listed on the Job Description for this post, which is 
available on the Parish Council’s website. See below. 
 
The Position is part time, 18 hours per week, on a Monday, Wednesday and Friday, 9.00am to 

15.45pm in the Parish Office, allowing for a 45-minute lunch break. Attendance is also required at a 

minimum of 12 evening meetings per year normally held on the second Monday of the month in 

Datchet village Hall 19:00 to 21:00pm, for which time off in lieu will be given. 

The Salary is based on the NALC national salary scales, starting SCP point 18- £25,419 per annum, 

depending on qualifications and experience, and rising to SCP point 23 - £28, 226 per annum. Pro-

rata for 18 hours per week. 

Key requirements. Good and accurate literacy, numeracy and administrative skills with knowledge of 

Word and Excel being essential. The ability to set up and manage video communications / meetings. 

The ability to analysis information to solve general queries. Competent in managing certain parts of 

the Council Website with good general IT Skills. The post holder may also be required to provide cover 

for the Finance Assistant, and training will be given on the council’s computerised finance package. 

The post holder should have their own means of transport, possess excellent interpersonal skills, and 

must be able to communicate effectively with Councillors and residents. 

Details of how to apply, together with a job description listing the key tasks, a person specification, 

and application form can be downloaded from the Parish Council’s website at: -

www.datchetparishcouncil.gov.uk 

Should you have any questions then please do not hesitate to contact the parish office on 01753 

773499 or email clerk@datchetparishcouncil.gov.uk 

Closing Date – 24th August 2022 
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