CHEPSTOW TOWN COUNCIL
Minutes of the extraordinary meeting of the Personnel Committee of Chepstow Town Council held in the Council Chamber, The Gatehouse, High Street, Chepstow, on Wednesday 2nd September 2009 at 8.30pm
Present:



Chairman:

Ms M Lewis 

Councillors:
H Ashby, M Brady, D Dovey, N Heywood, 
H Hodges, Mrs J Robbins, P Rutter

Apologies:  



In Attendance:
Ms S Bushell, (Town Clerk), 
	8.
	Declarations of Interest in Items on the Agenda.
None.



	9.
	Minutes

The minutes of the meeting of the Personnel Committee held on Wednesday 10th June 2009 were confirmed and signed as correct.


	10.  
	Matters Arising.

Item 6. Items for Next Meeting.  It was noted that remuneration for staff required to work additional hours to cover the workload of the vacancy, had not been included on the agenda for the extraordinary meeting.


	11.
	Exclusion of Press and Public

RESOLVED:

To exclude the press and public owing to the confidential nature of the following 

Items 12.- Consultants Report – Workload and Staffing Review and

Item 13 – Recruitment Advertisement


	12.
	Consultants Report – Workload and Staffing Review

Members considered the consultant’s report on workload and staffing and the proposed amendments to job descriptions.  

A Member expressed concern that the importance and responsibility for finance coding was not emphasised in the two Administrative Officer’s Job Descriptions.  The Clerk explained that as, Responsible Financial Officer, she was responsible for ensuring that budget monitoring information provided to Council was correct and thus she was also responsible for finance coding.  The Clerk explained that in practice, codes were assigned either at purchase order or at invoice entry stage, tasks previously routinely carried out by both the Finance Officer and Administrative Officer, after checking with the Clerk.
The Clerk advised the meeting that initial Job Description provided by the Consultant for the Clerk had omitted “Proper Officer” responsibilities, this had subsequently been addressed and an amended Job Description had been provided.

RESOLVED:

To agree the consultants report on workload and staffing and recommendations and, subject to consultation with existing staff, the proposed new job descriptions, appended as a confidential report to the minutes.


	13.
	Recruitment Advertisement

Members considered the recruitment advertisement noting that applications were to be sought both for a part time administrative officer to work 15 hours per week over 4 days and, for temporary maternity cover for the 23 hour 5 days per week post. 
RESOLVED:

To agree the recruitment advertisement, circulated with the agenda, for a part time administrative officer to work 15 hours per week over 4 days and, for temporary maternity cover for the 23 hour 5 days per week post. 


	14.
	Reinstatement of Press and Public

RESOLVED:

To reinstate the press and public.



	15.
	Recruitment Timetable

Members considered the recruitment timetable, noting that timescales were necessarily tight in order to progress the recruitment as quickly as possible.

RESOLVED:

To agree the recruitment timetable circulated with the agenda.


	16.
	Appointment Panel

Members considered the selection of a short listing and appointment panel.  
RESOLVED:

Councillors Ms M Lewis, P Rutter and M Brady to form the short listing and appointments panel.  The Clerk to attend and contribute in an advisory capacity.



	17.  
	Items for Next Meeting.
Remuneration for staff required to work additional hours to cover the workload of the vacancy.


	18.
	Date of Next Meeting.
The next ordinary meeting of the Personnel Committee will take place on Wednesday 
14th October 2009 at 7.00pm in the Gatehouse, High Street, Chepstow



CLOSE:  This completed the business of the meeting at 7.45pm
Signed  …………………………..



Date  …………………
CHAIRMAN






PAGE  
4

