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Recruitment Information Pack 
Job Title:    Responsible Financial Officer to the Council 

Reports to (line manager):  Clerk of the Council 

Accountable to:   The Council 

Key accountabilities:  Proper Financial Management of the Council 

 

INTRODUCTION 
 

Thank you for responding to the Council’s recent advertisement for this post.  We 

hope that you find this Recruitment Information Pack of assistance in deciding 

whether to apply.  

 

The information is arranged as follows:- 

 

 The role of a Responsible Financial Officer to the Council 

 The application and selection process 

 The job advertisement 

 The job description 

 The person specification 

 

Enclosed with this Recruitment Information Pack is an application form (CVs alone 

will not be acceptable).  

 

This Recruitment Information Pack will not form part of any subsequent Contract of 

Employment. 

 

Further information about the Council can be found at www.coggeshall-

pc.gov.uk If as a result of a disability or impairment you would like us to make any 

special arrangements concerning the completion of your application or attending 

for interview please let us know. 

 

Closing date for receipt of completed applications is 5:00 p.m. Wednesday 25th 

April.  Interviews are planned for Thursday 10th May 

 

Should you wish to have an informal discussion prior to submitting your application, 

please contact the Parish Clerk on 01376 562346 or clerk@coggeshall-pc.gov.uk 

 

Personnel Committee 

Coggeshall Parish Council 

 

mailto:clerk@coggeshall-pc.gov.uk
http://www.coggeshall-pc.gov.uk/
http://www.coggeshall-pc.gov.uk/


 

 

28th March 2018 

ROLE OF THE RESPONSIBLE FINANCIAL OFFICER TO THE 

COUNCIL (RFO) 
 

Why become an RFO? 

 

Becoming a n RFO to a Parish or Town Council is one of the most rewarding jobs in a 

local community - competent financial management underpins a good Council. 

 

The role of the RFO is to ensure that the Council as a whole conducts its financial 

business properly and to provide independent, objective and professional advice 

and support.  Being an RFO puts you in the centre of things. 

 

Parish and Town Councils are part of Local Government in Essex together with Essex 

City Council. 

 

Essex County Council is responsible for strategic services such as highways, 

education, libraries, social services, strategic planning and refuse disposal.  Braintree 

District Council is responsible for local services including housing, local planning and 

refuse collection.  

 

Parish and Town Councils are often viewed as the part of government closest to the 

people. 

 

They are the only local government tier that represents residents at Parish and Town 

level. 

 

Parish and Town Councils can “precept” – raising a local tax each year, paid as part 

of Council Tax, to improve facilities and services for local people. 

 

Their powers and duties cover many things that we may take for granted where we 

live and can include the provision and maintenance of allotments, burial grounds 

and public monuments, public clocks, halls, some street lighting, litter bins, car parks, 

public lavatories, rights of way, roadside verges, bus shelters, swimming pools and 

village greens. 

 

Parish Councils are consulted on, and can comment on, planning applications, and 

can be represented at public inquiries.  Similarly they advise the District authorities on 

the views of residents, and especially on priorities for local investment. 

 

Most Council meetings are open to the public.  The meetings are led by the 

Chairperson and advised by the Clerk to the Council who is there to see that 

business is conducted within the law. 

 

 

What does the RFO to the Council do? 

 

The enclosed job description lists the duties in detail but the main duties of the job 

can be summarised as: 

 

 To ensure that the Council conducts its financial business lawfully; 

 To administer all the Council's financial paperwork; 

 To ensure that the Finance meeting papers are properly prepared; 
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The key duties and responsibilities of the post are in the job description included in 

this pack. 

 

Like everything else in life, once you know how to do it it’s a very rewarding role.   

 

It is important to understand however that being an RFO to a Parish or Town Council 

is a job not a spare time activity!  

 

Fundamentally the job is no different for large or small Councils.  What is different 

however is the amount of time needed to deal with the volume of business.  

 

Most Council meetings are held in the evening, so you will need to be able to work 

occasional evenings. 

 

Skills and attributes needed 

 

RFO’s usually pride themselves in having a good deal of common sense, confidence 

to handle the administrative work, being a good organiser, IT literate and able to get 

on with most people. 

 

The key attributes required are detailed in the person specification included in the 

Pack, but underlying these qualities is a sense of public duty - of wanting to help 

others in the community. 

 

 

 

 

 

 

 

 

 


