	[image: ]
	
PERSON SPECIFICATION



	Job Information:
All information to be as shown on organisation chart.

	
Job Title:
Democratic Services Support Officer   

Directorate:
Corporate Support


	
Post No:


Division:
Legal and Democratic Services
	
Grade:
HC5

Section:
Governance

	

	Essential
	Method of Assessment*

	

Experience


	

Experience and awareness of dealing with confidential and sensitive information or situations

Experience of managing meetings virtually and use of IT applications, experience of committee system ICT 

Experience of working with elected members and the public

Experience of administering processes and procedures compliant with local government legislation and committee services
	

Application Form



	
Skills and Abilities

	
Clear, concise and assertive communication skills, both oral and written 

Diplomatic and discrete

Able to plan, schedule and prioritise own workload

Work under pressure and in circumstances where multi-tasking is commonplace

Work on own initiative and part of a team

Political awareness and sensitivity

Note-taking and processing (with attention to detail in presenting factual information).

Ability to provide train to staff and councillors on, for example, virtual meeting prcedures/Mod.gov app

Able to work to tight deadlines

Able to respond to unanticipated problems and solve them without reference to manager

Ability to adapt quickly to change and to implement new working methods

Ability to negotiate with senior officers and Councillors and successfully influence outcomes of discussions

Able to present a positive image of the Council

Able to develop and maintain a web page

Ability to travel (within county) to attend meetings

	
Interview

	Qualifications and Training

	Good standard of general education – at least GCSE English and Mathematics (or equivalent level of qualification)
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	Appropriate qualification

Appropriate 
qualification / selection exercise

 

	
	
Knowledge of Microsoft Office Suite of programmes 



	
Interview / selection exercise
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