



WOKING BOROUGH COUNCIL

JOB PROFILE     

JOB DESCRIPTION


Job Title:			Scrutiny and Democratic Services Officer

Grade:			W4

Team:			Legal and Democratic Services

Function:			Democratic Services
	
Responsible To:		Democratic Services Manager

Job Purpose:	
1. To provide dedicated support 2 days a week to the Overview and Scrutiny Committee and its Task Groups, Working Groups and Project Groups.  The remaining time to be spent supporting the wider duties of a Democratic Services Officer.  
2. To provide support for the Borough Councillors and Corporate Leadership Team including the administration associated with meetings of the Committees, Task Groups and Working Groups, managing a training Councillor programme for Councillors, conduct of elections including postal votes administering grants and other associated support activities
3. To provide a comprehensive, high quality and efficient support and advice service in relation to the effective discharge of the Council's overview and scrutiny functions in accordance with the Council’s constitutional and legal requirements. 
4. To provide high quality overview and scrutiny support including a research and investigation function that underpins the scrutiny process within the Council.
5. To raise the profile of overview and scrutiny throughout the Council and with the Council’s partners.
6. To provide a comprehensive, high-quality and efficient support and advice service in relation to the effective discharge of the Council's democratic services function in accordance with the Council’s constitutional and legal requirements.
Key Area:

US - An Innovative, Proactive and Effective Council

We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:

· communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Main Tasks:-
1. The main activities of the Democratic Services Team are summarised below.  Each member of the Team has specific responsibilities as well as playing a role in activities undertaken by the Team as a whole
· Arranging meetings, agenda preparation and compilation of reports.
· Preparation and publication of minutes.
· Attendance at meetings, including evening meetings. (The number of evening meetings is variable, but can be 2 per week, although some weeks there are none.)
· Online information management.
· Webcasting Council meetings.
· Provision of support and advice to all areas of the Council and Members of Public.
· Supporting the work of the Elections Team during Elections.
· Providing training for Councillors and Officers.
· Providing direct support to significant projects of the Council, such as the Sheerwater Regeneration scheme.
· Such other duties as may be assigned from time to time

2. Liaise with the Chairman and Vice Chairman of the Overview and Scrutiny Committee, other Elected Members, the Corporate Leadership Team and Senior Managers to develop and manage the work programme for the Overview and Scrutiny Committee. The work programme will, among other factors, be informed by the decisions that are to be made by the Council. 
3. Ensure that the Overview and Scrutiny Committee and task groups are provided with comprehensive, high-quality and efficient support and advice to enable them to discharge their scrutiny roles.
4. Conduct research and investigation activities as required by the Committee in accordance with the agreed work programme. 
5. Act as a liaison between Members and Officers, and between the Council and external organisations, community groups, residents and other local authorities in relation to the future work programme, possible ‘Councillor Calls for Action’ (CCfAs) and scrutiny reviews. To facilitate the attendance of external participants at the Overview and Scrutiny Committee, Task Groups and Working Groups.
6. Assist with the carrying out of cross-cutting reviews and scrutiny of decisions including the facilitation of experts, arranging surveys, securing background information and audits as required by the Committee.
7. Assist the Overview and Scrutiny Committee to evaluate scrutiny reviews retrospectively so that lessons can be learned from the processes undertaken and benefits to the Council and community realised.
8. Assist in the preparation of the annual report of the Overview and Scrutiny Committee to Council.
9. Attend meetings (including evening meetings) of the Overview and Scrutiny Committee, Task Groups, Working Groups, Project Groups and Chairman’s Briefings and to support the attendance of external participants.
10. Preparation and publication of the agenda, reports, minutes of meetings and the Overview and Scrutiny Committee web page.
11. Provision of advice and preparation of reports to the Overview and Scrutiny Committee, Task Groups, Working Groups and Project Groups.
12. Monitor both the progress of work undertaken by the Overview and Scrutiny Committee and the recommendations referred to and agreed by the Executive / Council and ensure updates are reported in accordance with the agreed time frames. 
13. Oversee the budget allocated for the costs incurred by the Overview and Scrutiny Committee in undertaking Scrutiny Reviews.
14. Implement the Council’s Scrutiny Toolkit.
15. Ensure scrutiny reviews are progressed within agreed timescales and raise any concerns with the Chairman of the Overview and Scrutiny Committee and the Democratic Services Manager.
16. Webcast meetings of the Council.
17. Provide support and advice to all areas of the Council and Members of Public.
18. Coordinate the provision of training for the Overview and |Scrutiny Committee and other Councillors and Officers were required.
19. Undertake such other duties as may be allocated from time to time by the Democratic Services Manager, including support of the Democratic Services Team and the Elections and Electoral Registration Team during election periods.
The position assumes that the post holder will allocate two days a week (14.8 hrs) to support the Overview and Scrutiny Committee and its Task Groups, Working Groups and Project Groups.  The remaining time will be spent supporting the wider duties of a Democratic Services Officer.  
Special Conditions
The post you are applying for is politically restricted under the provisions of the Local Government and Housing act 1989.  If you wish to receive further information about politically restricted posts either e-mail human.resources@woking.gov.uk or contact the person named in the advertisement.
This job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot, of themselves, justify a reconsideration of the grading of the post.
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PERSON SPECIFICATION

Job Title: Scrutiny and Democratic Services Officer

	Criteria
	Standard
	Essential / Desirable
	Application / Interview

	Education & training
	· GCSE grade C or equivalent in Maths and English.
	E
	A

	
	· 2 “A” levels or equivalent.
	E
	A

	
	· Degree level qualification in an appropriate discipline.
	D
	A

	Experience
	· Experience of working in a local authority environment.
	D
	A / I

	
	· Experience of working with Elected Representatives and Senior Officers
	D
	A / I

	
	· Experience of project management
	D
	A / I

	
	· Good knowledge of Local Government and the democratic processes.
	D
	A / I

	
	· Experience of attending meetings and taking notes.
	D
	A / I

	
	· Experience of writing and presenting reports.
	D
	A / I

	Special Skills
	· Flexible and adaptable
	E
	A / I

	
	· Excellent communication skills at all levels (both oral and written)
	E
	A / I

	
	· Effective development of partnership work with colleagues, including statutory and voluntary agencies, the private sector and the community
	D
	A / I

	
	· Ability to communicate effectively through all media with a wide cross section of individuals and groups
	D
	A / I

	
	· Proven ability to manage multiple tasks and work to deadlines
	E
	A / I

	
	· Ability to co-operate in and contribute constructively to team working as well as being able to work on own initiative
	E
	A / I

	
	· Good administrative and ICT skills
	E
	A / I

	
	· Understanding of financial management and budget planning
	D
	A / I

	Motivation
	· Committed to high quality service.
	E
	I

	
	· Focus on service outputs
	E
	I

	
	· Enjoys a challenge
	E
	I

	Personality
	· Confident and diplomatic
	E
	I

	
	· Work within an agreed framework with minimum of direct supervision
	E
	I

	
	· Positive and flexible approach to workload
	E
	I

	
	· Team worker
	E
	I

	Special Requirements
	· Flexible approach to work and the willingness to adapt to changing agendas.
	E
	A / I

	
	· Ability to present information to a wide ranging audience in a range of formats.
	E
	A / I

	
	· Available to work outside office hours to meet service requirements.
	E
	A / I

	
	· Discretion in handling of all sensitive data – knowledge of GDPR requirements.
	E
	A / I



Candidate Screening:
Rehabilitation of Offenders Act 1974 applies
Disclosure and Baring Service check: not required

Key:
A = Application Form, I = Interview, E = Essential, D = Desirable, 
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Woking Borough Council Role Map

Job Title: Scrutiny and Democratic Services Officer 

Team: Legal and Democratic Services

Function: Democratic Services

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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