Epsom & Ewell Borough Council

Role Profile Template
	Role Title:
	Senior Democratic Services Officer

	Job Family:
	Supervisor / Professional Support (G7)

	Service:
	Legal and Democratic Services

	Location:
	Town Hall 

	Reporting To:
	Democratic Services Manager 


	Role Purpose:

Why the role exists and its contribution
	To provide effective support within a technical and professional service which supports the democratic service to maintain the high standards and meet statutory requirements.

As a member of the council’s team, contribute to the achievement of the Council’s corporate vision, behaviours and priorities and the development of the Council’s positive high performing culture


Main Duties and accountabilities
	Service Specific
	· To advise and guide Councillors and Officers in the operation of the Council’s decision making arrangements to ensure Committee’s operate efficiently and effectively requiring detailed knowledge of the democratic arrangements in the Council. 

· To guide and advise report authors on the content of the report to ensure that decisions are made by the correct decision making body of the authority in accordance with the legal and professional requirements.  

· To maintain the Committee Forward Plan and other work programmes. 

· To schedule committee meetings workshops/training sessions or other meetings as necessary to facilitate the business of the council
· To produce agendas and minutes to specified deadlines

· Supporting the Elections Team To organise elements of any elections or referenda called to specified deadlines

· To arrange travel, accommodation and hospitality for meetings as necessary

· To prepare individual committee programmes to enable Council business to be implemented legally and effectively

· To produce high quality documentation for meetings and accurate and clear minutes of proceedings

· To attend meetings, primarily in the evening and to carry out and administer internet broadcast meetings 
· To keep statistical and historical records of committees and meetings
· To ensure that committee Agendas and Minutes are available and fully accessible on the Council’s intranet and website
· To provide effective use and development of Modgov including training and support to Councillors and staff in the effective use of ModGov

· To identify, develop and implement the use of new technology to improve the democratic process

· To support colleagues as part of a busy team, including electoral registration, covering telephones and meetings as necessary

· To liaise with other Local Authorities, outside organisations and partner agencies
· To deal with written or email correspondence, telephone or personal enquiries from members of the public in accordance with Council or statutory guidelines/timescales

· To communicate committee decisions

· To provide advice and information to councillors and officers on council procedure and etiquette

· .

· To carry out background research into previous committee decisions as necessary

· To contribute to any revision of the Council’s Constitution

· To deputise for the Democratic Services Manager 

	Generic Duties
	Supervision 
· Day to day supervision of operations of a team to support with the delivery of the corporate plan, vision, behaviours, corporate identity and key messages and promote effective corporate working across the organisation.

· Guide, instruct, direct and enable the team to deliver high quality services that are customer centred, safe and low risk in line with relevant legislation

· Assist the Team Leader to plan and organise the logistics of the team and delegate to each employee in order that agreed work schedules and key performance targets are met in a very busy and frequently changing environment.

· Use practical knowledge, experience and understanding of the work to provide helpful direction and guidance to each team member when it is needed. Evaluate & measure the performance of the team and undertake My Performance Conversations
· Be part of the delivery team and fulfil the work schedule and key performance targets set for the service and follow procedures, industry standards and professional licences qualifications & training relevant to the work

· Ensure the team has sufficient capacity each day to deliver by assisting in the provision of structured on the job training and induction including the use of relevant equipment or machinery

· Take a day to day lead for ensuring that the team are adhering to good health and safety practice and accurately complete associated paperwork to current legislation.

· Ensure the maintenance, storage and safety of any equipment, machinery, vehicles relevant to the role including the reporting of any defects

· Work with the Team Leader to actively promote HR policy and practice to ensure good employment practices are embedded in day to day operations

· Act as a conduit for communication ensuring front line employees are kept abreast of and feel able to engage with council wide activity and plans. 

· Assist in the development of ideas and recommendations for doing things more efficiently recognising and furthering the feedback from the team

· Deal with problems as they occur, taking instruction from a manager when required to ensure a speedy response 
Professional Support
· Provide support to a technical and professional service to help ensure council statutory obligations are adhered to through investigations, inspections and enforcements in accordance with relevant legislation, codes of practice and other regulatory instruments.
· To act as first point of contact for customers and resolve straightforward queries.
.

· Support and assist with project work.
· To collate and present relevant data/information to enable the organisation to make informed decisions.  
· To seek, build and maintain good relationships with senior managers, business partners, other Councils and all levels of staff.
· To manage processes within the service to ensure smooth delivery of services.



	The key decision making areas in the role

	Recognising politically or otherwise sensitive issues and knowing when to deal with them or refer the matter upwards
The need to exercise judgment or decision making
The extent of instructions/guidance followed and the level of detail available
Organisation of workload and priorities
Interruptions which make attention or concentration difficult.
Discretion in decision making including unexpected problems/situations

The accessibility of colleagues and managers for consultation/advice
Information handling

Developing plans or strategies

	Customers and contacts

	Knowledge of other service areas within the Council/Authority
Contact with clients/customers

The needs of clients/customers for whom responsible



	Dimensions of the role

	Financial 
	Non-financial 

	· Managing committee business within agreed budget

	· The impact of your decision making on customers

· Implementing and enforcing regulations

· Health and safety of those attending meetings 
· The supervision and management of employees, including numberchecking and evaluating work of others
· provision of training, development and guidance
· Not less than 12 evening meetings per Municipal Year (May – April)


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

	General standard of education (minimum A levels 0
	E
	X
	X

	Experience of servicing meetings  OR general administrative experience involving significant record keeping, research, reporting  and progress monitoring experience
	E
	X
	X

	Certificate/ Diploma in Democratic Services 
	D
	
	

	Knowledge and Experience
	
	
	

	Excellent team player
	E
	X
	X

	Good inter-personal skills
	E
	X
	X

	Demonstrate proficiency and practical knowledge of committee management 
	E
	
	

	Skills
	
	
	

	Effective communication – both written and oral
	E
	X
	X

	Ability to work under pressure and to tight deadlines
	E
	X
	X

	Attention to detail
	E
	X
	X

	Ability to work with minimum supervision
	E
	X
	X

	Competent I.T. skills – for example use of Microsoft Office and general Windows applications, set up and development of applications and hardware
	E
	X
	X

	Enhanced IT skills to aid development of new technologies to enhance the committee services function
	D
	X
	

	Project management skills
	D
	X
	X

	Displays self-confidence , tact and diplomacy in dealing with others
	E
	X
	X

	Additional Requirements
	
	
	

	Flexibility to work variable hours including evenings and weekends
	E
	X
	X
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