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Introduction to the Parish 
Hemswell Cliff Parish Council was created in 1991 and made up for the most part from Hemswell 
Parish, with the addition of two small parcels of land from Glentworth and Harpswell parishes.  
 
Centred around a former RAF base, which is now a growing business park, the Parish also includes the 
hamlet of Spital-in-the-Street (west of the A15) and a large area of open farmland to the north. At the 
time of the 2011 Census the Parish had a population of 677. 
 
The name Hemswell Cliff is derived from two elements, the first being ‘Hemswell’ in reference to the 
nearby village and parish which Hemswell Cliff was once part of. Hemswell is found in the Domesday 
Book and referred to as ‘Helmeswelle’. In 1086 it was part of the Lindsey West Riding, in the manor of 
Kirton in Lindsey of the Aslacoe hundred. It had 37 households, 173 acres of meadow and was owned 
by King William. There are number of possibilities as to what the name originally meant, it could have 
been 'Helm's spring/stream' or 'summit spring/stream' or 'shelter spring/stream'. 
 
The second element of the Parish's name is ‘Cliff’ which is made in reference to the Lincolnshire Cliff 
on which the Parish sits on top of. The Lincoln Cliff or Lincoln Edge is a major escarpment running 
from north to south through central Lincolnshire and is a prominent landscape feature in a generally 
flat portion of the county. 
 
Some ancient archaeology has been uncovered from the area, such as, evidence of a neolithic long 
barrow, a Bronze Age axe head, early Iron Age pottery, an ancient inhumation and 3rd/4th century 
Roman Pottery. Ermine Street (A15), the major Roman road that ran from London to Lincoln and York, 
forms the eastern boundary of the Parish. 
 
In 1870-72, John Marius Wilson in the Imperial Gazetteer of England and Wales described Hemswell 
as: 
“A parish in Gainsborough district, Lincoln. The village stands in a valley among the Wolds ... The 
parish contains also the hamlet of Spittal-in-the-Street, and is traversed by Ermine street. Acres, 2, 
890. Real property, £4, 036. Pop., 465. Houses, 91. The manor belongs to the Right Hon. Charles T. D, 
Eyncourt. An hospital for poor widows, with a small chapel, is at Spittal; was founded in the time of 
Edward II.” 
 
Spital-in-the-Street (west of the A15) is situated on Ermine Street. ‘Spital’, refers to the ancient 
hospital. The ‘in the Street’ element refers to the settlement being situated on the old Roman road. 
The Chantry Chapel of St Edmund is located in Spital and was re-founded in 1300s by Thomas de 
Aston following earlier foundations going back to a Templar foundation in the twelfth century. The 
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hospital and chapel were demolished in the early 1600s and the materials used to build a sessions 
house.  
 
The first airfield on the site was opened in December 1918 by the Royal Flying Corps and called RFCS 
Harpswell. Shortly after the end of First World War the site returned to farmland. A new station, 
called RAF Hemswell, was built in the 1930's to a very high standard and was one of a number of 
permanent bases being built to accommodate the then rapidly expanding RAF. The station was active 
through the Second World War and the Cold War. 
 
RAF Hemswell was used as a substitute for RAF Scampton in the ground based filming of the 1954 
movie 'The Dambusters', the wartime layout of both Scampton and Hemswell being almost identical. 
It remains the best known filmed record of what RAF Hemswell looked like during and just after the 
war. In May 1967, the RAF switched off the lights and closed the gates. In 1972 the station became 
the temporary resettlement camp when it received Ugandan-Asian refugees expelled from Uganda. 
 
In 1995, the RAF Hemswell Memorial was erected on the edge of the old parade ground to 
commemorate all who served there during its thirty-year life as a Royal Air Force Bomber Command 
base. Most appropriately, the children who take such an important part in the annual 
commemorative service at the memorial on RAF Hemswell Day are from Hemswell Cliff School, which 
began life as RAF Hemswell School. 
 
By mid-2008 the RAF presence on the site finally came to an end and the station is now totally civilian. 
Since that time Hemswell Cliff has become an important employment site for West Lindsey. To the 
delight of returning veterans in recent years, Hemswell is perhaps the only pre-war RAF Station 
converted to private use, which has retained its character and still has an unmistakable Royal Air 
Force feel to it. 
 
Find out more on our website: http://www.hemswellcliffparishcouncil.org.uk/your_area  
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JOB DESCRIPTION 
 

Overall Responsibilities 
The Clerk to the Council will be the Proper Officer of the Council and as such is under a statutory duty 
to carry out all the functions, and in particular to serve or issue all the notifications required by law of 
a local authority's Proper Officer. 
 
The Clerk will be totally responsible for ensuring that the instructions of the Council in connection 
with its function as a Local Authority are carried out.  
 
The Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be 
followed in respect of the Authority's activities and in particular to produce all the information 
required for making effective decisions and to implement constructively all decisions. The person 
appointed will be accountable to the Council for the effective management of all its resources and will 
report to them as and when required.  
 
The Clerk will be the Responsible Financial Officer and responsible for all financial records of the 
Council and the careful administration of its finances. 
 
 

Specific Responsibilities of the Clerk to the Council 
1. To ensure that statutory and other provisions governing or affecting the running of the Council 

are observed. 
 

2. To monitor and balance the Council's accounts and prepare records for audit purposes and 
VAT. 

 
3. To ensure that the Council's obligations for Risk Assessment are properly met. 

 
4. To prepare, in consultation with appropriate members, agendas for meetings of the Council 

and Committees. To attend such meetings and prepare minutes for approval. 
 

5. To attend all meetings of the Council and all meetings of its committees and sub-committees. 
 

6. To receive correspondence and documents on behalf of the Council and to deal with the 
correspondence or documents or bring such items to the attention of the Council. To issue 
correspondence as a result of instructions of, or the known policy of the Council. 

 
7. To receive and report on invoices for goods and services to be paid for by the Council and to 

ensure such accounts are met. To issue invoices on behalf of the Council for goods and 
services and to ensure payment is received. 

 
8. To study reports and other data on activities of the Council and on matters bearing on those 

activities. Where appropriate, to discuss such matters with administrators and specialists in 
particular fields and to produce reports for circulation and discussion by the Council. 
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9. To draw up both on his/her own initiative and as a result of suggestions by Councillors 

proposals for consideration by the Council and to advise on practicability and likely effects of 
specific courses of action. 

 
10. To supervise any other members of staff as their line manager in keeping with the policies of 

the Council and to undertake all necessary activities in connection with the management of 
salaries, conditions of employment and work of other staff. 

 
11. To monitor the implemented policies of the Council to ensure they are achieving the desired 

result and where appropriate suggest modifications. 
 

12. To act as the representative of the Council as required. 
 

13. To issue notices and prepare agendas and minutes for the Parish Meeting: to attend the 
assemblies of the Parish Meeting and to implement the decisions made at the assemblies that 
are agreed by the Council. 

 
14. To prepare, in consultation with the Chairman, press releases about the activities of, or 

decisions of, the Council. 
 

15. To attend training courses or seminars on the work and role of the Clerk as required by the 
Council. 

 
16. To work towards the achievement of the status of Qualified Clerk as a minimum requirement 

for effectiveness in the position of Clerk to the Council. 
 

17. To continue to acquire the necessary professional knowledge required for the efficient 
management of the affairs of the Council:  Suggested is membership of your professional body 
The Association of Local Council Clerks. 

 
18. To attend the Conference of the National Association of Local Councils, Association of Local 

Council Clerks, and other relevant bodies, as a representative of the Council as required. 
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PERSON SPECIFICATION 
  

  

CLERK TO THE COUNCIL/RESPONSIBLE FINANCIAL OFFICER  
  

  Essential  Preferred  

1. Educational 
qualifications  
  
  

Good general education:    
A levels or equivalent and  
Grade C in Maths and English GCSE 
or equivalent.  
  
Computer literate  
  
A recognised qualification in local 
government administration or 
willingness to study and obtain 
CILCA within 18 months of 
appointment  

Professional qualification in 
accounting or management 
  
  
  

2. Work Experience  
  
  

Experience of working on own 
initiative and as part of a team  
  
Financial experience including  
budget setting,  financial monitoring  
and control and audit  
compliance  
  
Experience of using 
manual/computerised accounting 
systems and Microsoft Office suite 
including Excel,  Word,  
Outlook, Publisher etc  
  
Broad based experience of central 
administration functions   
  

Previous local government 
experience, direct experience in 
the town and parish council 
sector preferred.  
  
Experience of agenda setting 
agenda, taking minutes and 
serving a  
committee  
  
  
Experience of undertaking risk 
assessments  
  
Experience of supervising staff  
  

3. Skills/ knowledge and 
aptitude  
  
  

Excellent written and oral 
communication skills, public 
speaking and presentational skills  
  
Excellent administrative and 
organisational skills including ability 
to organise own work, meet strict 

Knowledge of legal  Health  
and Safety requirements   
  
Knowledge of the Parish and  
the surrounding area  
  
Website maintenance  
skills   
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deadlines, set priorities and self 
motivate  
 

  
Excellent interpersonal skills 
including ability to motivate, train 
and develop others and foster good 
relationships with key partners  
  
Good analytical, investigative and 
problem  
solving skills  
  
Good project management skills  
  
Ability to contribute to the strategic 
development of the Council  
  
Trustworthy with confidential 
information  
and honest  
  

  
  

4. Motivation  
  
  

Keen to maintain good relationships 
with councillors, contractors and 
public  
  
Self-reliant and self-motivated, able 
to work calmly under pressure and  
on own initiative  
  
Keen to work in the community and 
committed to community  
development  
  

Committed to working  
towards quality status  
  
Willingness to undertake training 
and to act as the Council’s 
representative.  
  
  

5. Other  
  
  

Able to attend evening meetings and 
demonstrate flexibility as required.  
  
  

Car driver/owner  
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APPLICATION FORM 

POST SALARY 

CLERK/RFO £10.363 (SCP 21) 

CLOSING DATE: 5pm on Monday 3 July 2017 

SELECTION PROCESS: Week commencing Monday 17 July 2017 

 

1. PERSONAL DETAILS 

SURNAME: 
 

INITIALS: 
 

ADDRESS:  

HOME TELEPHONE NUMBER: 

WORK TELEPHONE NUMBER: 

 

NI NUMBER: 
 

 

DO YOU HOLD A CURRENT FULL DRIVING 

LICENCE?  

DO YOU OWN A CAR?  

  

2. PRESENT EMPLOYER 

NAME OF CURRENT EMPLOYER:  

JOB TITLE:  

DATE COMMENCED:  

PRESENT SALARY   

SALARY RANGE  
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REPORTING TO  

NOTICE REQUIRED )  

OUTLINE YOUR MAIN TASKS, RESPONSIBILITIES AND ACHIEVEMENTS (CONTINUE ON A 

SEPARATE SHEET IF NECESSARY) 

 

3. OCCUPATIONAL HISTORY - MOST RECENT FIRST (CONTINUE ON A SEPARATE SHEET IF 

NECESSARY) 

EMPLOYER FROM – TO JOB TITLE & MAIN TASKS 
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4. DETAILS OF JOB RELATED TRAINING (MOST RECENT FIRST) 

COURSE RUN BY DATE 

   

   

5. SECONDARY / FURTHER HIGHER EDUCATION ATTENDED (IN DATE ORDER) 

Name of   Qualification(s) Awarded Date 

Establishment From To (Subject & Level) Awarded 
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6. PROFESSIONAL QUALIFICATIONS  

(MEMBERSHIP OF PROFESSIONAL BODIES) 

PROFESSIONAL BODY QUALIFICATIONS DATE AWARDED 

   

   

7. HOBBIES AND OTHER INTERESTS 

(INCLUDE POSITIONS OF RESPONSIBILITY) 

 

8. WHY ARE YOU APPLYING FOR THIS POST AND WHAT CAN YOU 0FFER IN TERMS OF 

YOUR PERSONALITY / ABILITIES/SKILLS/ APTITUDES/EXPERIENCE/ACHIEVEMENTS? 

(CONTINUE ON NEXT SHEET IF NECESSARY) 

 
 

 



11 

 

PERSONALITY/ABILlTIES/SKILLS/APTITUDES/EXPERIENCE/ACHIEVEMENTS - Please read the 

person specification before completing this section. 
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9. REFERENCES 

Please give two references. One should be your present Employer. IF YOU DO NOT WISH 

ME TO CONTACT EITHER OF YOUR REFEREES BEFORE FURTHER DISCUSSION WITH YOU, 

PLACE AN ASTERISK ALONGSIDE THEIR NAME. 

Telephone Number: Relationship: Telephone Number: Relationship: 

 

10. APPLICANTS WITH A DISABILITY 

The Parish Council is committed to treating job applicants with a disability equally and 

fairly, making reasonable adjustments where necessary. 

 

Please tick if you are a disabled person and are applying on that basis:  

YES  NO  

 

If you are shortlisted we will ask if you require adjustments to make the interview process 

accessible. 

 
11. MISCELLANEOUS INFORMATION 

Are you related to any Member of Hemswell Cliff Council? YES   NO   

Where did you first see the vacancy advertised? 

Employing people with a criminal record 

Having a criminal record will not necessarily bar an applicant from employment with the 
Council. This will depend upon the nature of the position applied for and the circumstances 
and background to the offence(s). 

Do you have any convictions, cautions, reprimands or final warnings that are not ‘protected’ 
as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1075 (as 
amended in 2013)? 

YES   NO   

If YES please provide details regarding the nature of the offence and the date of the 
conviction/caution, reprimand or warning: 

……………………………………………………………………………………………………………
……………………………………………………………………………………………………………
……………………………………………………………………………………………………………
……………………………………………………………………………………………………………
………………………………………………... 
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12. Declaration 

I CONFIRM THAT THE INFORMATION GIVEN BY ME IS CORRECT. ANY FORM OF 
CANVASSING WILL LEAD TO DISQUALIFICATION. 

 

SIGNATURE OF APPLICANT: ……………………………………………………………. 

DATE: …………………………. 

 

PLEASE RETURN TO:  

Councillor Graham Prestwood, Chairman of the Parish Council 

19 Anderson Road, Hemswell Cliff, Gainsborough, Lincs, DN21 5XP 

Tel: 01427 667457 

Mobile: 07801 701961 

Email: grahamprestwood@outlook.com 

 


