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  Job Description

DEPARTMENT:		Democratic Services

POST:			Senior Democratic Services Officer - Committees

GRADE OF POST:		Grade 10

RESPONSIBLE TO:	Democratic Services Manager		


JOB PURPOSE:
To provide effective management for the delivery of the committee’s function
of the Democratic Services Team and ensure that all meetings of the 
Cabinet, Council, Committees, and other prescribed bodies are properly
convened and minuted and that the relevant Statutory and Constitutional 
requirements are met.  


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:
· Management of the personnel within the Committees element of Democratic Services.
· Provide effective and efficient general support to the Council, Committees and Cabinet as directed by the Democratic Services Manager, ensuring adherence to the Council’s Constitution and best practice.  
· Compile, co-ordinate and maintain the calendar of all meetings of Council, Cabinet, Committees, Sub-Committees and Panels. 
· Convene and service meetings of Council, Cabinet, Committees, Sub-Committees and Panels and prepare minutes of such meetings. 
· Manage the use of the Common Seal of the Authority on legal documents such as contracts etc., the co-ordination of official signatories and the maintenance of the Sealed Documents Register. 
· Manage, operate, and maintain the process for the receipt, opening and recording of tenders received by the Authority and to give advice to officers and Members on the validity of the tenders received in accordance with the Contract Procedure Rules.  
· Immediate supervision of the Council’s Schemes of Delegations of Functions, in particular those functions delegated to Cabinet Members and Chief Officers. 
· Manage the co-ordination and production of the Informal Forward Work Programme and Forward Work Programme. 
· Manage the co-ordination of reports to Cabinet/CMB
· Processing of minutes for signing by Chairpersons as part of the Council’s official records. 
· Assist the Democratic Services Manager in the training and development of Elected Members. 
· Drafting of reports for Council, Cabinet and Committee meetings as required. 
· To support the Democratic Services Manager in the review of Committee processes and the implementation of any changes.
· To develop and maintain effective working relationships with Elected Members and those (both internally and externally) involved in the Democratic Services processes.
· Calculation of political balance on Committees, proportionate to the size of political groups. 
· Supervising webpage updating 
· Servicing approved minutes on relevant officers to ensure follow up action on decisions are actioned.   
· To deputise for the Democratic Services Manager.  



GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy.

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.



	Person Specification 	
Senior Democratic Services Officer - Committees
The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· Educated to degree level or an ability to demonstrate significant competence through a high level of experience. 
 
	Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Extensive experience of working in a political environment as a senior administrator in local government.  

	Yes
	Interview, application form and selection process.

	
	· A high level of detailed knowledge and experience in some of the following areas:

· The Council’s Scheme of Delegation of Functions.
· The Council’s Constitution.
· Using the official Seal of the Council.
· Members Code of Conduct.
· Identifying and providing development opportunities for Members. 

	Yes
	

	
	· Demonstrable experience of staff management/supervision. 

	Yes
	

	
	· Sound experience and understanding of political sensitivity, impartiality, and confidentiality.

	Yes
	

	Skills & Personal Qualities
	· Clear and effective written and verbal communication skills. 
	Yes
	Interview, application form, and selection process.

	
	· Ability to lead and motivate staff as well as providing day to day management and support.

	Yes
	

	
	· Methodical and accurate with attention to detail.

	Yes
	

	
	· Ability to use own initiative, working in a proactive and positive manner.

	Yes
	

	
	· Organised with ability to prioritise workload.

	Yes
	

	
	· Team player.

	
	

	Skills & Personal Qualities (Continued)
	· Integrity and discretion and respect for confidentiality.
	Yes
	Interview, application form, and selection process.

	
	· Ability to produce high quality work under pressure and manage conflicting demands effectively.

	Yes
	

	
	· Proven time management skills with an ability to adopt a high flexible approach to work.

	Yes
	

	
	· Highly developed interpersonal skills and ability to be discreet, flexible, and diplomatic. 

	Yes
	

	
	· Ability to draft clear and concise documents.   

	
	

	
	· The ability to greet customers through the medium of Welsh is a requirement for this post.
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