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 PERSON SPECIFICATION 

	Job Title:
Democratic Services Officer

Directorate:
Corporate Support Centre
	Post No:


Division/
Department:
Governance and Law,
	Grade: HC7


Section/
Location: 
Flexible working and Plough Lane (as required)


	

	All candidates will be considered on their ability to meet the requirements of the person specification 

	Essential criteria 
	Method of Assessment* 

	Experience: 
	Relevant experience of working in a local authority or other public sector organisation including the organisation and administration of meetings. 

Relevant experience of working with electronic committee system software (notably Modern.Gov and Video conferencing and streaming systems)

	Application Form/Int 

	Skills and Abilities 
Including personal attributes 
	Demonstrable communication skills: 
· Able to advise and explain administrative and official procedures to elected members and others. 
· Able to write concise and accurate notes of Committee or other comparable meetings. 
· Able to disseminate and present information accurately in written form such as Committee reports, letters and memos. 
· Able to ensure other team members are kept informed and up to date on issues within work area. 

Within team working context, able to work on own initiative within established policies and procedures with minimal supervision. 

Able to adjust approach to work to meet constantly changing and conflicting work demands, targets and deadlines. 

Able to effectively use word processing and e-mail applications with minimal training, to produce a range of complex documents and forms. 

Able to quickly assimilate knowledge of Standing Orders and procedures and effectively apply this to work area. 
	Application Form/Int 
















	Qualifications and Training 
including professional qualifications 
	ICSA or DMS qualification or equivalent (Desirable) 

	Application Form 

	
Other Factors 
e.g. ability to work shifts, physical requirements (with adaptations where appropriate), ability to travel around county etc. 
	
Flexibility and ability to work outside normal office hours when required 

Ability to travel throughout the County 
	
Application Form/Int

	

	Line manager Signature
	John Coleman

	Date
	3 July, 2026



	

				

Date Person Specification reviewed:   	3 July, 2026.  
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