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	Job Title:
Democratic Services Officer 

Directorate:
Corporate Support 
	


Division
Governance and Law

	Grade:
HC7

Section:  Democratic Services

	
Organisational information:

Responsible to: 

Democratic Services Manager  

Responsible for:

Supervision of Trainee Democratic Services Officer(s)/Members Support Officers (as assigned)

Functional links with:

· All elected members of the Council and co-opted Members
· The Council’s Chief Executive, Directors, Heads of Service and officers at all levels of the organisation
· Members and officers of other authorities, parish councils and partnership bodies
· Representatives of statutory voluntary and private sector organisations
· Members of the public, press and media


	
Main Purpose of Job:

To manage the member level decision making processes in relation to defined constitutional functions and to ensure the provision to the Council of efficient, open, transparent and accountable local government decision making process.

To operate and provide professional advice to elected Members, officers and interested groups and individuals in relation to the Council’s democratic decision making processes and in particular the Council, Executive, Planning and Statutory Committees, Scrutiny Committees, officer and inter-agency/partnership groups and other meetings.





	Main Responsibilities / Accountabilities:

The jobholder will be expected to complete the following responsibilities / accountabilities effectively.

•	To provide expert advice on internal and statutory decision making processes to Members, Chief 
      Executive and Directors, other staff, clients and the public. 

•	To initiate and develop recommendations for improvements to the procedures for administration of the 
      decision making process and develop and maintain information systems 

· To personally service up to three public committees of the Council and/or other bodies as are assigned to the post-holder and to act as the representative of the Chief Executive and Corporate Leadership team, as appropriate, to ensure that decisions are taken in accordance with all legal requirements, approved procedures and standards 

· To participate on departmental and corporate working groups to undertake projects and proper officer duties as are assigned to the post-holder by the Democratic Services Manager

· To seek out and draw on best practice from other authorities in co-ordinating and overseeing the work of the Executive, Planning, Statutory and Scrutiny Committees, contributing to the development and implementation of Improvement Plans as required.


	Job Activities:

Decision Making Systems

All aspects of planning, managing, co-ordinating arranging, attending and servicing meetings and facilitating democratic decision making, including:

Co-ordinating the development of work programmes and planning the management of council business 

Co-ordinating, participating in and contributing to briefings of Members with responsibility for advising on procedural and legal issues relating to constitutional requirements.

· Undertake research and produce reports for consideration on complex specific issues as required, in addition to reports relating to the administration of meetings including legal, procedural and administrative issues, as required.

· Produce and publish a list of scheduled meetings in consultation with service officers and key Members and issue a timetable for the production of agendas.  Arrange additional meetings as necessary.  

· Prepare, edit and revise draft reports as necessary and collate for discussion at pre-agenda member, officer and inter-departmental briefings. 

· Finalise and prepare the agenda and supporting documents for publication for council and other relevant meetings.  Ensure that all matters and materials for consideration are compliant with legal requirements, Government guidance and corporate standards including the Constitution (Standing Orders, Financial Regulations and Codes of Conduct etc.).  

· Ensure that statutory and departmental deadlines are adhered to and that all relevant documents are published on the Council’s website.

· Co-ordinate attendance of officers, members, public or other agencies or partners, at meetings ensuring that any witnesses (both internal and external) and any public speakers are briefed and prepared.

· Participate in any briefings and pre-meetings assisting with the preparation of questions for witnesses as required.  

· Alert Communications Team and Head of Legal and Democratic Services as appropriate to issues which may arise at meetings with the potential to impact on the Council’s reputation and inform them subsequently of any contentious or sensitive issues which have actually arisen at the meeting.

· Produce draft minutes/notes, summary of exempt information, statutory and other records.  Agree final record in consultation with the Chairman of the meeting and publish final drafts to the public website within 5 working days of the meeting taking place.  

· Providing procedural and technical advice on the status of decisions, call-in, urgency and other aspects of executive arrangements. 

· Process enquiries from officers, the public and elected Members and take appropriate action.

· To act as clerk to school admission appeals (training will be provided)

· To provide procedural and technical advice in relation to the administration of school appeals (including advising Independent Panel Members, schools (including headteachers), and the Public

Maintain Good Internal and External Relations

a)	Work closely with and mediate between the various ‘Functional Links’ and deal appropriately with highly confidential and politically sensitive information disclosure of which could have serious implications for the Council.

b)	Be mindful of and sensitive to the political interface between the Executive and Scrutiny functions and their respective roles, powers and responsibilities

c)	Be proactive in identifying matters with the potential to affect the Council’s public reputation, advising the Communications Team and Democratic Services Manager as appropriate.

Research and Maintenance of Information Systems

•	Ensure that the records of external bodies serviced are properly secured and maintained in accordance with statutory requirements and that procedure notes and guidance notes are prepared and kept up to date.

•	To seek out and draw on best practice from other local authorities.

•	To research and keep up to date with developments in the law and guidance relating to the management of meetings, conduct of appeals and hearings.

•	To develop a general knowledge of specialist service subject areas, as required to enable the officer to contribute to reviews of these areas and development of processes and policies.

•	To contribute to the development and effective use of the modern.gov Committee Management System. 

· To contribute to the ongoing development of remote meetings and ensuring the council is prepared and ready for any primary legislative changes that may enable virtual/hybrid committees

Project and Development Work

•	Support and facilitate Scrutiny Reviews/Task and Finish groups inviting witnesses, preparing questions, taking notes of evidence

•	Undertake project work relating to the functions of the Committee Section and other areas of Legal and Democratic Services as allocated.
	Frequency



Daily


weekly


Weekly



As required



Annually and as required

Daily


Approx 30 a year




Daily/weekly


As required



As necessary








Approx 30 a year



As required


Daily


As required

as required





Daily/weekly



Daily


Daily





Daily



Ongoing





As required


Ongoing


Ongoing





Ongoing


Ongoing

	Other information:

· Whilst ultimately responsible to the Democratic Services Manager the Democratic Services Officers will work largely on their own initiative, having responsibility for organising and prioritising their own workloads

· Democratic Services Officers will have a role in mentoring more junior members of the team in the legislative and procedural operations of the democratic service functions of the council. 

· This is a politically restricted job – therefore the job holder cannot: 
· Be a candidate, or prospective candidate for election as an MP or local authority councillor 
· Act as an election agent or sub agent for a candidate for election as an MP, MEP or local 	authority councillor 
· Hold office in a political party 
· Canvass at elections on behalf of a political party 
· Speak or write in public in a manner that appears to be designed to affect public support for a 	political party. 

The post holder is required to work unsocial hours from time to time. 



Note: This Job Description covers the main duties and responsibilities of the job. Other activities 
commensurate with this Job Description may from time to time be undertaken by the Job Holder.
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