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Information pack for the posts of Committee Manager 
Job Reference: 996
Closing date: 8 March 2022 (Noon)
Interview date: Week commencing 25 March 2022 

Guidance on completing the application form.  

Please ensure all sections of the application form are complete.

Before filling in your application form, please read the job description carefully. This outlines the duties to be performed, the person specification will outline the skills, abilities and qualifications required of the post holder. You will need to demonstrate that you meet the requirements of the job description, (or at least have the potential to do so), in order to be shortlisted for an interview.

Please note, when copying and pasting text into the online application form the formatting may change, so please check before submitting.

Disclosure and Barring Service (DBS)

Some posts may be subject to an enhanced DBS check. This will be stated in the advertisement, Job Description or Person Specification.  Further information about this check can be obtained from the following website: www.gov.uk/disclosure-barring-service-check

Politically Restricted Post 

Some posts may be politically restricted which means Under the Local Government and Housing Act 1989 some posts will be disqualified from being a Councillor, Member of Parliament or Member of the European Parliament. The regulations restrict you from undertaking:

Candidature for election
Holding office in a political party
Canvassing at elections
Speaking or writing publicly on matters of party political controversy.

Additional Clearance

Some posts may at any time be required to undertake additional clearance or checks.  

These may be required in order to comply with a request from a Government body or as a result of a statutory requirement and may include some form of criminal record check.

Referees
References must cover the last 3 years together with a reasonable account of any significant periods (6 months or more) of time spent abroad. 
Ensure that the names of referees that you supply relate to people who you know in a professional capacity. Ideally, at least one referee should be your current manager or college tutor. Previous managers or tutors can also be named, but where possible, you should avoid providing names of colleagues or friends as referees.

Your referees will be asked to supply information regarding your professional and technical ability, your character and personality, and your timekeeping and reliability. They will also be asked for information regarding your general health and absences on the grounds of sickness over the last two years.
 
Evidence of information provided in your application form

Successful candidates will be required to provide documentary evidence of the qualifications required to do the job. We reserve the right to verify any information given on the application form and failure to provide such evidence will result in the offer being withdrawn or in dismissal.

Equality and diversity

Spelthorne Borough Council is committed to equality of opportunity for all in relation to the services and functions it carries out and in the employment practices it follows. As a responsible employer, the Council will conduct its affairs in a manner which will not unlawfully and unjustifiably cause disadvantage to any employee or job applicant on the following grounds: age, disability, sex, gender reassignment, pregnancy and maternity, race, sexual orientation, religion or belief or marriage and civil partnership.

As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the minimum criteria for the vacancy.

Complaints about equality and race equality issues will be dealt with promptly and seriously. Please refer to our website for further information.

Eligibility to work in the UK

The Asylum and Immigration Act makes it a criminal offence for employers to recruit staff who are not entitled to work in the UK. Therefore any offer of employment will be subject to the provision of documentary evidence to demonstrate that the successful candidate is entitled to work in the UK.
         
What happens after I submit in my application?

The shortlisting panel will look at your application form after the closing date to see how well your skills, experience and knowledge meet the requirements of the job set out in the person specification.  Candidates who are shortlisted for interview will be advised of the arrangements.  

Telephone 01784 4464263 or e-mail recruitment@spelthorne.gov.uk with any queries.

You are also able to apply online using www.surreyjobs.info
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Salary Full time, Permanent position £23,447 to £32,393 per annum plus 15% market supplement until 31 December 2025 
Starting salary dependent on experience
Looking to develop a career in local government and governance? We have an opportunity in a varied and interesting role, to support local democracy, work with and alongside local politicians and senior officers across all departments, as well as to provide advice and information to members of the public.
Whether you are looking for your first job in this area or want to build on your experience, we are looking for people who:
· Are highly motivated team players with excellent administrative skills who are accurate and pay attention to detail, but also able to work on own initiative
· Have strong ICT and English writing skills
· Are highly organised with the ability to work calmly and effectively under pressure, able to prioritise their own workload and operate with limited supervision to tight deadlines.
The successful candidate will work across all aspects of the democratic process, with specific responsibility for either the organisation of public meetings which will also include but not be limited to: co-ordinating the production of agendas and reports; attending meetings; taking minutes; and supporting Councillors and senior officers.
This is a career graded post. We will support your development and you will develop a solid knowledge of the constitutional and legislative framework for local authority decision making and an ability to provide detailed advice to elected members and senior officers.
This role will be based in the Council offices in Staines-upon-Thames, however we provide working arrangements that will enhance your work-life balance including home working, dependent on service need. The permanent position role requires attendance at evening meetings on a rota basis.
For an informal discussion about this post, please call Karen Wyeth, Senior Committee Manager, on 01784 446341 or email k.wyeth@spelthorne.gov.uk
In return we can offer you excellent conditions of service with a benefits package that includes flexible working hours, pension scheme, free parking and at least 23 days’ paid leave per year. 
Closing date:             8 March 2022 at 12 noon
Interview date:          Week commencing 25 March 2022
For further information and to apply online, go to www.surreyjobs.info/ or www.spelthorne.gov.uk alternatively, please contact Recruitment Services on (01784 444263 quoting reference number 996. 
Working towards equal opportunities
Strictly NO agencies
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Spelthorne Borough Council
Job Description


	Date prepared:
	August 2021
	

	Post title:
	Committee Manager
	

	Post number:
	1060
	Career Grade
	4/6
	

	Service head:
	Group Head for Corporate Governance
	

	Report to:
	Senior Committee Manager
	

	
	
	

	General duties:
	To contribute to the smooth running and overall work of the Committee Services team, in liaison with the Senior Committee Manager and thereby to provide an efficient and effective service to the Council. 

	

	General responsibilities:
	Equal Opportunities:
The Council is committed to achieving equality of opportunity and expects all employees to implement and promote its policies in all areas of their work including attending training as appropriate.

Health and Safety:
The Council is committed to providing a healthy and safe working environment and expects all employees to implement and promote policies in all areas of their work including attending training as appropriate.
	



PARTICULAR DUTIES:

1. To service the Committees of the Council as requested by the Principal Committee Manager, including attendance at and note-taking at daytime and evening meetings.

2. To assist with the preparation for and administration of Council meetings, in conjunction with the Principal Committee Manager, and to service and attend those meetings on a rota basis with the other members of the Committee Services team.

3. To advise councillors on the contents of the Constitution, and in particular Standing Orders, and generally enable them to fulfil their role as councillors.

4. To assist with all aspects of Member support including member development, as requested by the Principal Committee Manager.

5. To service weekly internal officer meetings, as required, on a rota basis.

6. To assist with preparation and maintenance of the forward plans for committees and Management Team.

7. To support other member meetings with agenda preparation and minute taking, as required.

8. Carry out such other duties as may be required by your Group Head appropriate to your skills and to a level of responsibility not exceeding the grade on which you are appointed.  

9. In accordance with the Equality Act any reasonable adjustments will be made to overcome any factor which puts a disabled employee or applicant at a disadvantage






	Spelthorne Borough Council
Person Specification
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	Key job requirements
	Desirable/
Essential
	Testing mechanism

	1. SKILLS
	
	
	

	
	
	

	Well-organised: a methodical and organised approach to work  
	Essential
	Interview/App form

	Excellent ICT skills   
	Essential
	Application form

	Good customer care skills 
	Essential
	Interview/App form

	Attention to detail 
	Essential
	Interview/App form

	Good use of written English and ability to proof read 
	Essential
	Interview/App form

	Excellent Communication skills 
Excellent administrative skills and attention to detail
	Essential
Essential
	Interview
Interview/App form

	
	
	

	2. EXPERIENCE
	
	
	

	Experience of working in a public service organisation in a similar capacity to this role
	Desirable
	Application form

	
Experience of working as a Committee Manager for a minimum of 1 year. 

	
Desirable


	
Application form



	3. KNOWLEDGE
	
	
	

	
	
	

	Knowledge of local government procedures
	Desirable
	Interview/App form

	
	
	

	4. QUALIFICATIONS
	
	
	

	
	
	

	A good standard of general education including (as a minimum) GCSE passes in English Language and Maths at grade C or above (or equivalent) 
	Essential
	Application form

	Evidence of further or higher education
	Desirable
	Application form

	
	
	

	5. PERSONAL QUALITIES
	
	
	

	
	
	

	Ability to work within a team
	Essential
	Interview/App form

	Ability to work on own initiative
	Essential
	Interview/App form

	Hardworking with a can-do attitude
	Essential
	Interview/App form

	Ability to work under pressure and cope with change
	Essential
	Interview/App form

	Ability to be discreet and respect the neutrality of working in a political environment
	Essential
	Interview/App form

	Ability to take opportunities for personal growth and development 
	Desirable
	Interview/App form

	Ability to contribute ideas to the continuous improvement of Committee Services 
	Essential 
	Interview/App form

	Flexible – able to attend evening meetings as required
	Essential
	Application form
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