Continuous

Development Training Needs Analysis P

This audit has been designed to help you realise and value your existing experience,

identify what you may need to know as a clerk and encourage you to think about

[V}
areas of personal development. | o
2|22
28 [£5| What do | want to achieve/learn?
This exercise can be completed on your own as a self-audit or in association with your | PROCEDURES P'eTaiiﬁ 25|58 (Refer to your Development Plan)

council. You will bring a wealth of experience and transferable skills with you to the | 10 Code of conduct, ethics & probity

role of clerk from other areas of your life, some of which may not always be obvious. | 11 Agendas

12 Meetings

As a result, the audit will help you to explore your existing knowledge and skills and 0 Sienelng erees

14 Minutes

15 Committees

how best to apply or enhance them.

NEED FURTHER HELP? Please see ‘Guidance Notes’, CPD Brochure or web sites

www.slcc.co.uk/cpd and www.nalc.gov.uk/cpd. L& CrelreI i e e I TIE e Ui

17 How to develop policy

g 3 LOCAL COUNCIL FINANCE

g'i’ EE— What do | want to achieve/learn? 18 Sources of finance
ROLES & RESPONSIBILITIES Please | 5| 2 (Refer to your Development Plan) 19 How the precept is set
1 The council as a corporate body 20 Setting the budget
2 Understanding the councillor’s role 21 Managing and monitoring the budget
3 Understanding the chairman’s role 22 Capital & revenue spending
4 Understanding the clerk’s role 23 Financial regulations
5 The council as an employer 24 Internal & external audit
6 Political awareness 25 Statement of accounts
LAW 26 Best value
7 Powers & statutes 27 How our Council compares with others
8 Laws & procedures and their importance 28 Council's objectives and main policies
9 Delegated decision making 29 Managing Risk




PLANNING Please

What do | want to achieve/learn?
(Refer to your Development Plan)

Have
Experience
Training
Required

PERSONAL SKILLS cont. P"?lf’}zﬁ

30 The council's role

58 Project management

31 Development control

59 Coaching & mentoring

32 Local development framework

60 Using a computer / IT skills

33 Making effective observations

61 Time management

COMMUNITY ACTION

62 Managing stress

34  Customer care

63 Managing information / archiving

35 Working with your communities

64  Speed reading

36 Working with the voluntary sector

65 Managing change

37 Dealing with case work

66 Keeping records

38 Advice surgeries

SPECIALIST SKILLS

39 Areaforums / committees

67 Tourism

40 Setting up meetings

68 Newsletters & websites

41  Facilitating groups

69 Management of community buildings

42 Working with partners

70 Green space & play areas

43 Networking

71 Highways & public rights of way

44 Advocacy

72 Allotments

45 Empowering the community

73 Cemetery management

46 Quality council status

74 Parish plans

PERSONAL SKILLS

75 Civic & ceremonial

47 Public speaking & presentation skills

TECHNICAL UPDATES

48 Media skills & public relations

76  Membership of CALC

49 Influencing & negotiation

77  Membership of SLCC

50 Listening & questioning

78 NALC & SLCC Conferences

51 Interviewing

79 Larger Councils’ Conference

52 Assertiveness

80 Regional Conferences

53 Handling conflict

81 Local Government Briefings

54  Letters, reports & emails

FORMAL QUALIFICATIONS

55  Giving advice

82 Working with Your Council

56 Problem analysis & solving

83 CiLCA

57 Working in a team

84 Local Policy, module level 1 (Cert HE)

What do | want to achieve/learn?
(Refer to your Development Plan)
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