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	Service Area:
	Legal & Democratic Services

	
	

	Job Title/Grade:
	[bookmark: _GoBack]Democratic Services Officer (SO1)

	
	

	Responsible to:
	Principal Democratic & Corporate Services Officer

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day to day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 



	 Main Responsibilities

	To attend Council, Committees, Sub-Committees and Panels as the Committee Administrator, including the preparation of the relevant Agenda, Reports, Minutes and Notices of Policy Decisions

	To take appropriate action to implement, or to ensure that decisions are implemented in accordance with the decisions taken in Committee

	To deputise for the Council’s company Secretary for Green Gateway Trading Ltd dealing with any queries from elected Members and senior management on a range of related issues

	To provide advice and support to Members and Officers on matters related to the Constitution and governance in relation to meetings in line with legislative requirements

	To give advice and support  to Members and Officers as necessary in meetings on the Council’s Constitution and related documents and in particular procedural matters relating to meetings
To provide procedural advice at meetings to the Committee Chairman and to advise Member about the declaration of interests as required.

	To deputise for the Principal Democratic  & Corporate Services Officer in dealing with querires from elected Members or the Leadership Team and the delivery of the delivery of functions within this service

	To take appropriate action to implement, or to ensure that decisions are implemented in accordance with the decisions taken in Committee

	To assist with the day to day arrangements for the distribution of Agenda and Minutes and the despatch of Members papers, including the Members Bulletin

	The provision of advice and arrangements to facilitate executive decision making by individual Portfolio Holders and the Cabinet as appropriate




	Administration of the Independent Remuneration Panel (Member Allowances) including working with external members of the panel and advising on remuneration guidelines

	To provide advice to Members, Officers and the public on the Council’s Constitution and the formal decision making process as well as  the preparation and revision of the Council’s Constitution, Committee timetable and Diary

	To maintain various Statutory Registers associated with the law and practice of meetings

	To assist with the work connected with the Annual Meeting of the Council, including the preparation of reports and liaison with Group Leaders on issues relating to membership of Committees and Sub-Committees

	To assist with the preparation of an induction pack for newly elected Members and to arrange its distribution

	To assist in the development and delivery of an annual Member induction and competency training programme

	To undertake all necessary activities in connection with outside bodies, and to provide advice on related issues to Members, Officers and the public

	To liaise with members on the provision of Support Services and researching and responding to enquiries

	To carry out various administrative duties within the Division as required




	Corporate Responsibilities

	 To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	 To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	 To support the Council’s Equalities & Diversity Policies.

	 All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	 To contribute to project work arising from the Business Plan and to undertake any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.






	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:




















Personal Specification
	Post
	Democratic Services Officer 



	Essential Requirements

	Qualifications

	1. GCSE grade A-C/4 & above (or equivalent) in English and Mathematics

	Knowledge and Skills

	2. High degree of specialist knowledge in local government democratic processes

	3. Good working knowledge of Microsoft ‘Office’ software – Windows, Word, Excel and Outlook

	4. Highly effective written and verbal communications skills including listening skills

	5. Highly effective literacy skills including spelling, grammar and punctuation

	Experience

	6. Previous Local Government Committee experience or of servicing Committees elsewhere in the private or voluntary sector

	7. Previous background in an administrative role

	8. Experience of report writing (preferably committee reports)

	Ability

	9. Able to prioritise work appropriately

	10. Able to work to deadlines and work under pressure

	11. Flexible, pro-active and adaptable

	12. Effective team working. Sharing ownership, team goals and workload

	13. Commitment to maximising potential and continuous improvement of self and of service

	14. Able to contribute positive suggestions and willing to take forward

	15. Able to establish and maintain effective relationships with people at all level

	16. Able to demonstrate a commitment to customer service



	Desirable Requirements

	Qualifications

	1. A Levels or equivalent 
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