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MARDEN PARISH COUNCIL

APPOINTMENT
OF
DEPUTY CLERK

Information & Application Pack

June 2026


MARDEN PARISH COUNCIL
Introduction

Thank you for contacting Marden Parish Council regarding the recent advertisement for the Deputy Parish Clerk.

Included in this pack are the following:
· Background to Marden Parish Council
· Job Advertisement
· Job Description
· Person Specification
· Application Process
· Other Information
· Application Form

The application form and a covering letter should be placed in a sealed envelope marked “Private and Confidential – Application for Deputy Clerk” and addressed to:
Ali Hooker
Parish Clerk
Marden Parish Council
Parish Office
Goudhurst Road
Marden
Kent
TN12 9JX

Or via email to:
clerk@mardenkent-pc.gov.uk

You must include in your application information which:
· Sets out how you meet the person specification
· Gives clear examples of your previous achievements which link directly to the areas of responsibility of this post
· Demonstrates the qualities you would bring to the role of Deputy Clerk
· A CV is not required

Your application must be returned no later than 5pm on 20th July 2026.

If you would like further information before submitting your application please contact Ali Hooker, Clerk to Marden Parish Council on 01622 832305 / clerk@mardenkent-pc.gov.uk


Marden Parish Council
Marden 
Marden is situated approximately 8 miles south of the County Town of Maidstone with its excellent shopping, educational and recreational facilities.

The Parish of Marden, which includes Chainhurst, the population in the 2021 census was 5,071. However, this is will now be slightly higher as not all the new developments were complete at that time.

Marden is within Maidstone Borough Council which includes 41 parishes and has its offices at Maidstone House, Maidstone and Kent County Council with their main offices at County Hall, Maidstone.

Marden has three Borough Councillors, one County Councillor and one Member of Parliament representing its residents.

The Council
Marden Parish Council consists of 11 councillors and is due for election in 2028. It is elected by and exists for the benefit of Marden residents.

Responsibilities
The Parish Council owns three areas of open space:  Marden Playing Field, Southons Field and Maidstone Road Cemetery. Along with other assets in the parish including buildings, 3 play areas and village furniture.

The Parish Office and adjoining meeting room is rented from Marden Memorial Hall.

The Parish Council also runs Marden Summer Play Scheme and Marden at Christmas along with annual litter picks and any other specific events e.g. Commemoration of the 80th anniversary of the end of WW2 in 2025.

Staffing Structure
· Clerk to the Parish Council (full time)
· (advertised position) Deputy Clerk (24 hours per week)
· Administrative Assistant (10 hours per week)
· Village Caretaker (20 hours per week)
· Parish Groundsman (35 hours per week)

Office opening hours:  Mondays, Tuesdays and Fridays 10am to 12noon

Parish Council Meetings
Marden Parish Council meets monthly on the second Tuesday of each month at The Allens, Albion Road, Marden.

The remaining Committees; Planning (first and third Tuesday), Amenities (fourth Tuesday), Finance (quarterly) and the HR Sub-Committee (quarterly) meet in the Parish Office meeting room. Other ad hoc meetings such as Resilience Planning, Environmental, Highways etc are also held in the Parish Office.

Social Media/Communication
Facebook
Marden Parish Council has it’s own Facebook page: Facebook which is updated with information in regard to meetings and work of the Parish Council, information received from Maidstone Borough Council/Kent County Council/Kent Police and other details which may be relevant to residents of Marden.
E-Newsletter
For those residents who aren’t on Facebook they can receive a weekly e-newsletter via their email account which provides all the information put up on Facebook during the week. QR code is provided to register or they can contact the Deputy Clerk.
Website
A new Parish Council website; www.mardenkent-pc.gov.uk has been set up and, although live, is currently under construction.
Newsletter
A printed newsletter is published every four months and delivered to all households in the parish.  This is edited by one of the Parish Councillors and formatted for printing by the Deputy Clerk/Parish Office.  A local printer is used to print 2,200 copies which are either hand delivered by Cllrs/volunteers or posted to those more outreaching properties.
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Job Description for
Deputy Clerk to Marden Parish Council

Overall Responsibilities
The Deputy Clerk to the Council will deputise in the role of the Proper Officer of the Council (Parish Clerk) who is under a statutory duty to carry out all the functions, and to service or issue all the notifications required by law of a local authority’s Proper Officer.

Specific Responsibilities 
To prepare, in consultation with the Chairman, agendas for Committee meetings the Deputy Clerk is responsible for and to attend such meetings, prepare minutes and to implement any actions from such meetings.

The office is the first point of contact for residents and visitors, which can be via email, telephone, letter or face to face, and to deal with enquiries as appropriate.

The Deputy Clerk will act as one of the Council’s representatives in communications with external agencies, residents and other stakeholders concerning all major project work and development activities which the Council is involved in.

To deputise for the Clerk to the Council at any meeting the Clerk is unable to attend and to prepare the necessary paperwork as required.

To maintain and update the Parish Council website, all social media, weekly e-newsletter and update and refresh parish noticeboards, to ensure the Council is presented in a constructive and appropriate manner, and that all information is accurate and current.

To arrange and attend meetings with various external agencies and report back to Councillors.

To assist with all enquiries relating to the Cemetery (ie burials/interments) and ensure that all relevant paperwork and work is completed.

To edit the Parish Council newsletters and arrange the distribution ensuring this is available to residents in a timely manner and to liaise with the editing team in the absence of the Parish Clerk.

To conduct routine administration for the Council, as instructed by the Clerk, and to implement the decisions made at the meetings of the Parish Council and Committees.

To administer the bookings for Southons Field and Playing Field and to liaise with ground staff regarding maintenance of Council owned open space.

To organise Marden at Christmas event, Summer Play Scheme and any other ad hoc Parish Council events with assistance from the Clerk and Administrative Assistant.  

To undertake projects on behalf of the Parish Council.

To monitor and implement the policies of the Council in conjunction with the Clerk to ensure they are achieving the desired result and where appropriate suggest modifications.

To ensure that the Council’s Risk Assessments are properly met.

To act as a representative of the Council as required by the Clerk.

To work towards the achievement of the status of Qualified Clerk through the Certificate in Local Council Administration (CiLCA).

To deputise for the Clerk in the event of her absence through sickness, holiday or any other reason.

To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council and undertake relevant training.  The Deputy Clerk will be a member of the Society of Local Council Clerks (SLCC).

Any other reasonable request made by Clerk or the Council, for which you have the training and/or capability to do.
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Person Specification for
Deputy Clerk to Marden Parish Council

	
	Essential 
	Desirable

	Education
	Good general education:
GCSEs to include English and Maths grade C and above or equivalent.

	Certificate in Local Council Administration (CiLCA) or other local administration qualification.

	Previous Work
	Minimum of 5 years office administration.

Experience of minute taking.

Experience with dealing with the public.

	Knowledge of Local Government.

Understanding of health and safety.


	Skills and Knowledge
	Ability to create and manage own workload in the light of competing and changing priorities and organisational challenges.

Experience of report writing.

Is proficient with emails and Microsoft Office applications (Word/Excel).

Ability to problem solve.

Able to deputise fully for the Clerk in her absence.

	Knowledge of Marden.

Understanding of the legal framework of Parish Councils.

Understanding of burial law and procedures.

Ability to update social media and use web applications.

Ability to use design software (eg Canva).

	Personal Qualities








Personal Qualities (contd)
	Ability to deal with a wide range of people in an impartial, diplomatic and professional manner.

Flexibility of approach, open to innovative and creative ways of working.
Committed to working towards CiLCA.

Time management skills.

Willingness to undertake training.

Able to maintain good relationship with Councillors, contractors and staff.

Ability to be proactive, work on own initiative and as a member of a team.

Confident and able to deal with pressure.

	Ability to generate ideas.

	Other
	Prepared to attend evening meetings and willingness to work weekends if necessary.

Prepared to be flexible/ increase working hours to cope with peaks in demand.

Full driving licence.

	Access to or use of a car.






Application Process
Position advertised			22nd June 2026	
Closing date for applications	20th July 2026 at 5.00pm
Selection process			21st to 24th July
Applicants notified			by 24th July
Interviews				Weeks commencing 17th and 24th August

The Council reserves the right to amend this timetable if the need arises and all candidates will be notified as soon as possible if this occurs.
 
The first interview will be held in the Parish Council Meeting Room, Marden Memorial Hall, Goudhurst Road, Marden, Kent TN12 9JX and will last up to one hour and a practical test may be requested.  The interview panel will consist of a maximum of two Councillors and the Parish Clerk.

The successful candidate, and unsuccessful candidates, will be notified as soon as possible after the interviews have been completed.

Other Information
References
Formal references will be taken up following an offer of employment.

Criminal Convictions
Failure to declare an unspent criminal conviction may lead to an appointment being terminated.  The successful candidate must also disclose any subsequent conviction to the Chairman of the Council.

Pre-Employment Checks
Any offer of employment will be subject to two satisfactory references being received which must include one reference from your present or most recent employer.

Data Protection for Application forms:
In line with the General Data Protection Regulations and related legislation, the information you have supplied will be held for the purposes of recruitment and selection and will only be used for those purposes.  We may, in connection with your application, gather information about your from others, which will only be carried out as the law permits, ie to check accuracy of information, prevent or detect crime and/or protect public funds.  Information is held in a secure location.

Key Terms and Conditions of Employment:
Terms and conditions of employment are generally in accordance with the National Joint Council (NJC) Scheme of Conditions of Service and the provision of the National Association of Local Councils (NALC) and the Society of Local Council Clerks (SLCC), or as agreed by the Parish Council.

The Parish Council operates a no smoking/electronic smoking policy in its premises.

The salary is within the Salary range NJC Scale Point 9 and 12 – dependant on qualification and experience.  Hourly rate £14.13 and £14.82.  Monthly salary is paid by bank transfer on the 25th of each month.

Salary review is subject to any recommendations from NJC and through an appraisal scheme of the Parish Council and usually effective from 1st April.

Marden Parish Council is a member of NEST Pension Scheme

Your place of work will be Marden Parish Council Office, Marden Memorial Hall, Goudhurst Road, Marden, Kent TN12 9JX

Hours of working will be 24 hours per week over Mondays, Tuesdays, Thursdays and Fridays (hours per day flexible by agreement).  You will also be required to cover office opening hours, some evening meetings and Clerk’s annual leave/sickness.

Travel to training, conferences or other events other of the parish in respect of council work will be covered by Marden Parish Council.  Travel by car is currently paid at 45p per mile.

Annual leave is from 1st January to 31st December and the first year will be pro rata calculated from the start date of the role.

Marden Parish Council is committed to personal development and training.  A twice-yearly performance review is carried out to help identify development areas

Please note the employment details in this pack is for information only.

MARDEN PARISH COUNCIL
APPLICATION FORM FOR EMPLOYMENT
Private and Confidential

	Position:
	DEPUTY CLERK


	Return this form to:
	Mrs Alison Hooker, Parish Clerk,
Parish Office, Marden Memorial Hall, Goudhurst Road, Marden TN12 9JX
clerk@mardenkent-pc.gov.uk




Personal Details:
	
	Title:
	

	Name:
	Forename(s):
	

	
	Surname:
	

	
	Address:


	

	Contact
	Post Code:
	

	Information:
	Email:

	

	
	Tel No (Home):
	

	
	Tel No (Mobile):
	

	
	N.I. Number
	



	Current
	Yes:
	
	No:
	

	Driving
	Full
	
	Provisional
	

	Licence:
	Expiry Date:
	

	
	Details of any endorsements
	




Are there any restrictions on you taking up employment in the UK?
	Yes:
	
	No:
	

	If yes, please provide details:


	






Education (please complete in full and use a separate sheet if necessary)
	Schools/College/University Names










	Qualifications Gained




Employment History (please complete in full and use a separate sheet if necessary)

	
	Name of Employer:
	

	Last/Current
	Address:
	

	Employment:
	Dates of Employment:
	

	
	Job Title:
	

	
	Duties:





	

	
	Reason for Leaving:

	

	
	Notice Period: 

	



	
	Name of Employer:
	

	Previous
	Address:
	

	Employment
	Dates of Employment:
	

	#2:
	Job Title:
	

	
	Duties:





	

	
	Reason for Leaving:

	






	
	Name of Employer:
	

	Previous
	Address:
	

	Employment
	Dates of Employment:
	

	#3:
	Job Title:
	

	
	Duties:




	

	
	Reason for Leaving:

	



Other Employment
	Please note any other employment that you would continue with if you were to be successful in obtaining the position:










Leisure
	Please note here your leisure interests, sports and hobbies, other pastimes etc.













References:
Please give details of two referees, one of which must be your current/ most recent employer.  (If you have not previously been employed, please give details of two suitable people who can provide a reference stating the relationship between you.)
References will not be taken up without your prior agreement.
	
	Title:
	

	
	Forename(s):
	

	
	Surname:
	

	Reference #1:
Current/Most Recent Employer
	Address:



	

	
	Post Code:

	

	
	Contact No:
	

	
	Email:
	

	
	Position Held:
	



	
	Title:
	

	
	Forename(s):
	

	
	Surname:
	

	Reference #2:
Other Employer / Personal
	Address:



	

	
	Post Code:

	

	
	Contact No:
	

	
	Email:
	

	
	Position Held:
	





General Comments
	Please detail here your reasons for this application, your main achievements to date and the strengths you would bring to this post. Specifically, please detail how your knowledge, skills and experiences meet the requirements of the role (as summarised in the person specification).



















Criminal Record
	The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website. 
Please detail any criminal convictions except those ‘spent’, or otherwise ‘protected’, under the Rehabilitation of Offenders Act 1974. If you have none, please state.
In certain circumstances, employment is dependent upon obtaining a satisfactory Disclosure & Barring Certificate from the Disclosure & Barring Service.

















Data Protection
	We are aware of our obligations under data protection legislation, including the obligation to collect only the data that is required for our specific purpose. The information collected in this application form is specific to our recruitment exercise and necessary for the performance of the role that you have applied for. If you are recruited for the role you have applied for, or any other role you are offered by us, the information provided will be the used for the purposes of your employment with us, together with further information collected upon recruitment for those purposes.

We will treat all personal information about you with utmost integrity and confidentiality. Our data protection policy sets out our approach to ensuring that your data is processed in line with the data protection principles within the current data protection legislation.




Declaration
I confirm that the information I have given on this form is correct and understand that any false statements may result in the withdrawal of any offer of employment and/or dismissal without notice.


Signed:	………………………………….	Date:  ………………………..


Print Name: …………………………………..



	Office Opening Times:
Mondays, Tuesdays & Fridays 10am - 12 noon
01622 832305 / 07376 287981
Email: clerk@mardenkent-pc.gov.uk
Website:  www.mardenkent-pc.gov.uk
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