Surrey Heath Borough Council
Role Profile

	Role Title:
	Democratic Services Officer

	Service:
	Democratic Services 

	Location:
	Surrey Heath House, Knoll Road, Camberley, Surrey. GU15 3HD

	Reporting To:
	Democratic Services Manager




	Role Purpose:
Why the role exists and its contribution
	As part of a team
· to facilitate the effective and efficient operation of the decision-making arrangements and scrutiny processes of the Council;
· to prepare and maintain the Register of Electors and assist with the delivery of  Parliamentary, County Council, Borough Council, Parish Council, Police & Crime Commissioner and other elections and referenda;
· to be involved with the training and development of Councillors; and
· to provide support to all Councillors.



Main Duties and accountabilities
	Knowledge and Expertise
	Committee administration
· To manage, as allocated, the business of the established bodies of the Council, joint committees and partnership bodies, including preparation of forward plans, the preparation and publishing of agendas and the recording of decisions taken by those bodies.
· To be proficient with and to use the Committee Management System to its full potential
· To be proficient with the Council’s audio visual equipment

Elections and Electoral Registration
· To be responsible for all allocated activities leading up to, during, and after elections, referendums and/or other polls.
· To keep the Register of Electors up-to-date and to contribute to the conduct of the annual canvass of electors.


	Relations with People (Internal & External)

Creativity & Innovation

Financial Accountability

Impact upon the Organisation & the Community

Management & Supervisory Responsibilities

Initiative & Independent Action

Continuous Professional Development

Other considerations for the role




	· Interacting and communicating effectively with elected Councillors, senior officers and the public involving matters that have tight deadlines and may relate to highly sensitive issues.   

· To manage the business of the allocated bodies of the Council and its partners to meet deadlines.
· To prioritise own workloads within the allocated areas. 

· To order goods and services as required.


· Assisting with the successful administration of all elections and referendums
· Assisting with the maintenance of an accurate Electoral Register
· Ensuring the correct recording of decisions made by the Council


· None. 





· To provide proactive support, guidance, procedural and Constitutional advice to Chairmen, and other members as appropriate.



· Positive approach to challenges and change
· Good communication skills



· To attend regular evening meetings outside normal working hours and additional hours, including evenings and weekends, during any election period.
· To undertake other roles, responsibilities and duties commensurate with the level and expectations of this post which may be required from time to time.
· [bookmark: _GoBack]This post is politically restricted under Section 2 of the Local Government and Housing act 1989.

	Customers and contacts

	IMPORTANT INTERNAL RELATIONSHIPS: 
Councillors and Mayor  
Chief Executive
Electoral Registration Officer and Returning Officer
Corporate Management Team
IMPORTANT EXTERNAL RELATIONSHIPS:
Government and other partner organisations
Parish Councils in the Surrey Heath borough area 
Other Councils
Members of the public






Role Title
Person Specification

	Qualifications and Training
	Essential (E) or Desirable (D)
	Application
	Interview/
Assessment

	A level qualification or equivalent.

	E
	A
	

	
Knowledge and Experience

	
	
	

	Demonstrable recent practical experience working in democratic services or electoral services environment.

	D
	A
	

	Good organisational skills and ability to work under pressure including meeting unpredictable deadlines and dealing with conflicting demands.

	E
	A
	I

	Ability to communicate in a variety of styles, including excellent written and oral communication and skills, the production of reports and other forms of communication materials. 

	E
	A
	I

	Effective use of IT and knowledge of standard software and demonstrate confidence in using audio visual equipment

	E
	A
	

	Ability to provide clear and concise advice in public settings.


	E
	A
	I

	
Skills and Relations with People

	
	
	

	To present a professional and competent image at all times.

	E
	
	I

	Ability to express ideas or facts clearly and to persuade and influence people (including staff and members) at all levels.

	E
	A
	I

	To be approachable and to earn respect from staff, Members, customers, stakeholders and other outside bodies.

	E
	
	I

	Good political awareness and sensitivity

	E
	A
	

	Excellent team player with a flexible approach and ‘can do’ attitude

	E
	A
	I

	
Creativity and Innovation

	
	
	

	Ability to make frequent decisions and exercise initiative independently.

	E
	
	I

	Ability to effectively problem-solve. 

	E
	
	I

	
Financial Accountability

	
	
	

	Assistance with processing invoices.

	D
	A
	

	
Impact upon the Organisation and the Community

	
	
	

	Experience of effective partnership working with internal and external stakeholders. 


	D
	A
	I

	
Initiative and Independent Action

	
	
	

	Ability to work outside of standard office hours

	E
	
	I
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