
HILDENBOROUGH PARISH COUNCIL 
60 Knowsley Way * Hildenborough * Tonbridge * Kent * TN11 9LQ 

telephone:       01732 832367 
email:  Clerkhildenboroughpc@gmail.com  

website:  www.hildenboroughpc.org.uk  
 

 

 

VACANCY FOR RESPONSIBLE FINANCE OFFICER (RFO) 
 

Hildenborough is a large expanding village situated close to Tonbridge.  Currently there are 
approximately 4,000 residents.  The Parish is part of Tonbridge & Malling Borough Council 
area and has two borough councillors and shares a county councillor with adjacent parishes.  
 
The responsibilities of the Parish Council have greatly increased over the last few years and 
as a consequence they are now looking to expand the staff to support the community.  They 
are primarily looking for a Responsible Finance Officer but there may be opportunities at a 
later date to expand this role to include some of the clerk’s current responsibilities. 
 
As well as being efficient and have skills in managing financial matters we are looking for 
someone who: 
 

 Has excellent communication and people skills as you would need to work and liaise 
with members of this, the borough and county councils, as well as other agencies, 
suppliers and residents both verbally and written. 

 Has a proven record of bookkeeping and budget planning 
 Is proficient with Office 365 and would be willing to manage a financial package and 

ideally has other IT skills 
 Is well organised and able to meet deadlines 
 Has a flexible approach to change in roles as the need arises 
 Is willing to attend training sessions/webinars on the role of the RFO and if required 

clerk 
 Would be willing and able to attend some evening meetings 

 
Ideally, the successful candidate will have knowledge or experience of local government 
procedures, finance and law. Salary £20K-£24K pro rata according to skills and experience. 
 
It would suit someone who would work from home and have a flexible approach to when 
hours are worked.  The post is for 40hrs per month but is particularly busy during the weeks 
before and after the monthly Parish Council Meeting as well as at the end of the financial 
year and budget setting in the Autumn. 
 
To express an interest in the position please email Mrs Pam Gow 
clerkhildenboroughpc@gmail.com with your CV and covering letter. 
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