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Job Description

	1. POST DETAILS

	Business Centre: Law and Governance

	

	Division: Democratic Services 
	

	Post Number:D0039
	

	Working Hours: 37 preferably,but part time would be considered.
	

	Grade: 8-9 with progression to MMA dependent on qualifications
	

	Work Base: Civic Centre
	

	Prepared/Agreed by: CHLG/DSM
	

	Date: July 2022
	



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:  Head of Democratic Services
	

	Deputising Responsibility:  Nil
	

	Directly Supervises: Nil
	

	Indirectly Supervises: Nil
	



	3. JOB PURPOSE 

	To manage the servicing of some of the Council’s Committees and Member Working Parties,and internal Team meetings.

To assist the Head of Democratic Services and Deputy Head of Democratic Services, as required. 


	
	4. OBJECTIVES 

	
To manage the servicing of some of the Council’s Committees and Member Working Parties,and internal Team meetings. 
 
To provide advice and support to Councillors and Officers in relation to matters of propriety and governance and provision of advice to members of public on democratic services matters.



	5. MAIN DUTIES OF THE POST

	
	
	i)	Committee Servicing and Member Services
To manage the servicing of the Housing Committee (5 meetings pa),  Housing and Enabling Member Working Party (10 meetings pa), Service and Digital Transformation Member Working Party(10 meetings pa) including:
 a)	compilation, editing, publication and distribution of Committee 
         draft and final agendas (despatch of draft agendas within 24 
         hours of closing date and despatch of final agenda no later 
         than 5 working days prior to meeting), including attendance at 
         draft Agenda meetings/Chairman’s Callovers, liaison and 
         consultation with Chief Executive/Assistant Chief      
         Executive/Corporate Heads and other report originators, 
          information gathering and re-drafting, formatting 
          and proof checking of reports; in accordance with 
          requirements of  Local Government Act 2000, Access to 
          Information Act 1985, Data Protection Act 2018 , Equality Act    
          2010 and corporate policies and procedures.

	

	b)	 attendance at evening Committee meetings to take a correct written record of proceedings, provide procedural advice as required and subsequent drafting, proof checking, circulation and publication of draft and final Minutes.

	
		c)	after Committee meetings, drafting and circulation of Action Sheets to all Councillors and relevant Officers within two working days of a meeting.

	
		d)	ensuring a consistent approach to format, layout and content    
        of Agenda/Minutes and that all relevant considerations have 
        been included


	
		e)	drafting of reports to Committees and co-ordination of referral reports between Committees and any recommendations to Council.


	
		f)	undertaking research for Councillors and Officers in relation to matters reported to Committee, and to provide background information to items where appropriate.


	
		g)	advising Councillors/Officers on Committee procedural matters, Standing Orders and Scheme of Delegation.


	
		h)	provision of information and advice to Officers, public, Councillors and external organisations on Councillors, Committees and the democratic process.


	
		i)	establishing and maintaining a close working relationship and effective communication, with political awareness, with Committee Chairmen, Members, Chief Executive/Corporate Heads, other business centres and statutory bodies.


	
	     j)    To assist Deputy Head of Democratic Services on scrutiny reviews;

	      
	     

	
	     		
    k)   	To maintain Action Log for all Member Working Parties;
     l)    To assist Deputy Head of Democratic Services on making of Town Police Clauses Act Orders and Off Street Parking Orders;                                                                       


	
	     
     m)     Registration and coordination of Standing Order 42 Urgent Actions involving liaison with  relevant Chairman /Vice Chairman and ensuring subsequent report to appropriate Committee(s).

                  
	ii)ii) ii ii)            Office Services/Democratic Services and Democratic ServServices Team meetings
To service these monthly internal team meetings and produce Agenda and Action Points, and follow up action. 

	

	           

	
	iii)	Propriety Role
	Provision of advice to Officers and Councillors regarding compliance with Standing Orders and matters of governance.
iv)	General Administrative Duties
        To maintain and develop a Procedures Manual covering the duties of this post.
v)    Public Information Role
        To provide Borough related information to public,Officers,Councillors and external organisations.
vi)    Emergency Response Role
       To assist as required in the Council’s response to a civil 
       emergency.

General
The above is a record of the main duties and responsibilities of this post at a given date.  The job may naturally change to meet the requirements of the service.  If the changes are more significant your manager will discuss this with you.



	
	






Person Specification

	Please indicate whether the criteria is assessed against the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	
	
	

	English Language ,preferably ‘O’ or ‘A’level standard.
	
	

	
	
	

	
	
	

	
	
	

	Desirable Qualifications
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Essential Working Experience
	
	

	
	
	

	

Administrative role in public sector 
	



	




	
	
	

	
	
	

	
	
	

	Desirable Working Experience
	
	

	
	
	

	Use of Mod.Gov package
Experience of working in local government committee or democratic services related work
	


	



	Law and practice relating to local authority committee meetings
	

	


	
	
	

	
	
	

	Essential Skills/Attributes
	
	

	
	
	

	Very good written and verbal skills
Able to work without close supervision
Attentive to detail
Ability to organise and manage work effectively
Up to date IT skills(use of Microsoft office package)
Very good interpersonal skills

	
	









	
	
	

	


	
	

	
	
	

	Desirable Skills/Attributes
	
	

	
Understanding and use of Mod.Gov package

	
	


	
	
	

	
	
	

	
	
	

	
	
	

	Essential Personal Qualities
	
	

	
	
	

	Well disciplined and personally organised
Able to handle pressure and meet strict  deadlines
Political awareness
Ability to deal with senior officers and senior Councillors
Willingness to learn
Adaptable
Team player
	
	








	
	
	

	
	
	

	
	
	



	Desirable Personal Qualities
	
	

	
	
	

	Sensible perception of priorities
Well motivated
	
	


	
	
	

	
	
	

	
	
	

	Other Requirements
	
	

	
	
	

	Attendance at evening meetings (6.30pm or 7.30pm) and very occasional weekend working eg Member Training Day and Election count.

To undertake regular training
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