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Information pack for the post of 
Group Head Corporate Governance and Monitoring Officer

Job reference number 1225
Closing date: 17 January 2025 (Noon)
			Longlisting date: 24 January 2025
Technical Interview date: Online end of-January 2025
Final Interview date: Mid-February 2025

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 postholder. 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 a basic or 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, your timekeeping and reliability. They will also be asked for information regarding 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, diversity and inclusion

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: disability, sex, gender reassignment, marital or civil partnership status, race, religion or belief, sexual orientation, age and pregnancy or maternity.

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 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 technical interview will be advised of the arrangements.

This post is subject to appointment by the Council’s Appointments and Appeals Committee.  

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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Group Head of Corporate Governance and Monitoring Officer 

Salary range £80,679 - £87,685 per annum 
plus £6,000 per annum Monitoring Officer Allowance and car allowance of £5,559 per annum

Spelthorne Borough Council is an ambitious council working hard to deliver our priorities and improve outcomes for local residents and their communities.

We are seeking an enthusiastic, experienced and ambitious individual to lead our legal, democratic, procurement, audit and elections services, as well as act as the Monitoring Officer.  

This role of Group Head of Corporate Governance demands strong leadership and the ability to handle high-pressure situations, advising on and making critical decisions that safeguard the council's interests. This is a fantastic opportunity as you will play a pivotal role in shaping our legal and governance frameworks, ensuring robust legal and governance processes, and work collaboratively with senior leaders across the organisation to achieve our aims set out in the Corporate Plan.

If you are an experienced and passionate legal professional seeking a rewarding career that makes a meaningful impact, we would very much like to hear from you.

This post is identified as a hybrid post supporting both office and home working in line with Spelthorne Borough Council’s policy. The post holder will be required to attend the office in line with a rota and any service requirements.

Please note as part of the employment checks this post will subject to a BPSS (Baseline Personnel Security Standard) which includes a basic Disclosure & Barring Service (DBS) check.

If you would like to discuss this post in more detail, please contact Daniel Mouawad, Chief Executive at  DCM.CEX@spelthorne.gov.uk

Closing date: 17 January 2025 (Noon)

Technical Interview date:  Online end of January 2025

Final Interview date: Mid-February 2025

For full information and to apply online, go to www.spelthorne.gov.uk/jobs or  www.surreyjobs.info or alternatively, please contact Recruitment Services on 01784 444263 (24hr answer phone) quoting reference number 1225

Working towards equal opportunities

Strictly No Agencies
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Job Description

	Date Prepared:

	November 2024

	Post Title: 

	Group Head Corporate Governance and Monitoring Officer


	Post Number:
	1021
	Grade:
	Group Head

	
	
	
	

	Directorate: 

	Chief Executive  

	Section Head:

	Group Head of Corporate Governance and
Monitoring Officer

	Report To:
	Chief Executive

	
	

	General Duties:













	To manage the following Council functions: Committees; Elections; Legal; Procurement and any other functions which may be added to the Group from time to time.

To oversee the partnership arrangements which deliver the Internal Audit function.

To act as Monitoring Officer and manage the Council’s constitutional arrangements.  

To provide a corporate lead on certain issues which may be referred to the Group Head from time to time.

To be responsible to the Chief Executive for the management of all operational aspects of the functions within the Group.

To lead, inspire and motivate the teams, promoting collaborative working, a culture of continuous improvement and the provision of innovative, cost-effective, customer-focussed services.

	
	

	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.

GDPR:
The council is committed to the principle of confidentiality and the requirements of the Data Protection Act 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 and responsibilities:

Carry out the statutory role of Monitoring Officer in accordance with the Council’s Monitoring Officer Protocol 

Provide advice and guidance equitably as necessary to the Council, the community, and work colleagues.  This includes constitutional and governance advice as and when required.

Attend, as required, meetings of the Council, Committees, Sub-Committees, officer level working/task groups and outside bodies.  Represent the Council at other meetings and forums, creating and maintaining a positive external image of the Council and effective relationships.

Assist in the implementation of the Council’s policies in the most economic, efficient and effective way.

To assist the authority in ensuring its services are resilient and support any corporate business continuity response.

Communicate effectively with the Council, the community, and work colleagues.

Ensure the effective motivation, performance, training and development of staff and promote harmonious working relations.

Keep abreast of economic, legislative and social development affecting Local Government in general and the Group’s work areas in particular and develop strategies as appropriate.

Understand and take into account customers’ needs in designing service delivery.
Monitor service provision and undertake any relevant research and analysis required.

Deal with standards complaints against councillors and work with political Group Leaders to maintain good inter-group relationships and between officers and members.

Be responsible for the budgets within the relevant Group Cost Centres.

Be aware of Spelthorne’s corporate aims and objectives and ensure the Group works towards delivery of those aims and objectives.

Develop performance targets for the services and ensure that they are monitored and achieved.

Assist with emergency planning requirements and provide support with emergency/major incident responses.

Deputise for the Chief Executive or Deputy Chief Executives as required on specific issues.

Carry out such other duties as may be required by the Chief Executive or Deputy Chief Executives appropriate to your skills and to a level of responsibility not exceeding the grade on which you are appointed.  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.
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Person Specification

	Group Head Corporate Governance and Monitoring Officer
	Post Number: 1021

	As one of the Council’s senior managers the Group Head will be expected to be able to demonstrate how they fulfil the attributes outlined in Spelthorne’s Management Competency Framework, which cover:

· Leadership
· Managing people and performance
· Improving services, creativity and seizing opportunities
· Working with partners, community and Members
· ‘Making things happen’ - personal effectiveness, decision making and problem solving
· Intelligence/resilience

They will also need to be able to demonstrate the following:


	Key Job Requirements

	Skills, Knowledge and Experience – Group Heads

	Excellent standards of literacy and numeracy
	Essential

	Excellent communication skills - written, verbal and presentational 
	Essential

	The ability to persuade, convince and influence others to gain their agreement and co-operation
	Essential

	The ability to make clear decisions in a timely manner and communicate these effectively 
	Essential

	Political awareness – including the ability to support, assist and advise councillors
	Essential

	The ability to manage and develop allocated services, which may change over time; and to manage people and projects outside their current professional and service area
	Essential

	The ability to manage performance of individuals and teams, including dealing with poor performance 
	Essential

	A successful track-record of managing multi-functional teams
	Essential

	A successful track-record of managing multi-functional teams within local government
	Desirable

	Experience of planning, monitoring and managing large budgets and delivering efficiencies
	Essential

	A successful track record of working effectively with a range of partner organisations to achieve measurable and sustained success
	Essential

	A successful track record of managing projects and change within the working environment
	Essential

	A clear understanding of the importance of confidentiality and data protection 
	Essential

	Knowledge and understanding of equal opportunities in employment and service delivery
	Essential

	Demonstrable experience of translating strategic objectives and priorities into measurable and achievable delivery plans
	Essential

	Knowledge of business continuity and emergency planning
	Essential

	Evidence of a commercial focus or experience of establishing new income streams
	Desirable

	Experience of managing a mixed portfolio of service provisions (in house and commissioned/procured)
	Desirable

	Skills, Knowledge and Experience – Monitoring Officer

	In-depth knowledge of local government law, procedure and practice
	Essential

	Experience in handling sensitive and complex legal matters including those with reputational risk for the organisation
	Essential

	Ability to sensitively and assertively deal with disciplinary matters involving councillors and senior managers
	Essential

	Substantial legal experience of working within local government at a senior level 
	Essential

	In depth legal knowledge and expertise in either commercial property or contracts
	Desirable

	Experience of dealing with elections
	Desirable

	Qualifications

	A current practising certificate and entitled to practice in England as a qualified solicitor, barrister or Fellow of the Chartered Institute of Legal Executives
	Essential

	A law degree or equivalent
	Essential

	A management qualification or equivalent experience gained
	Desirable

	Other Requirements 

	Car driver
	Desirable

	Ability to work unsociable hours to attend Committee meetings and assist with election duties 
	Essential
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