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	Service Area:
	Legal & Democratic Services

	
	

	Job Title/Grade:
	Corporate Services Officer

	
	

	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 provide support to the Leadership Team as directed by the Principal Democratic & Corporate Services Officer including:
· Dealing with a range of administrative support matters between Leadership Team, Members of the Council, Members of Parliament, residents/public and staff, as directed including telephone calls , diary management, Focal point orders, correspondence etc This includes matters of a strictly private and confidential nature
· Arranging, attending and facilitating meetings, some of which may be at evenings and weekends, both internally and externally as requested by the Leadership Team, and where appropriate, produce agendas, minutes, coordinate action points and items for distribution, items for agreement; and following up matters as required
· Diary management for the Leader, Deputy Leader and Leadership Team where required
· Undertake research, compile briefing notes, project work, other reports, provide information and provide support to Service Areas at peak times if required, as directed by the Principal Democratic and Corporate Services Officer

	To provide support across Democratic Services as directed by the Principal Democratic & Corporate Service Officer and the Leadership Team including:
· Assist in maintaining a range of statutory registers for Democratic Services, including Members’ declarations of interests and Parish registers of interest
· Assist with the distribution of Committee agendas and reports and upload to the Council’s website
· Assist in maintaining an up-to-date Constitution of the Council, Councillor Year Book and Council diary pages
· Compile and update minute number list, compile signed minute books and organise the binding of these
· Undertake a range of Annual Council/post election administrative tasks
· Maintain an up-to-date record of Members’ details and upload to the Council website
· Update and distribute the Members’ Bulletin
· Assist with the administration of Member training
· Raise purchase orders for Civics and Member Services
· Assist with the organisation of planning site visits
· Assist with the administration of outside bodies





	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
	Corporate Services Officer 



	Essential Requirements

	Qualifications

	1. [bookmark: _GoBack]GCSE grade A-C/4 & above (or equivalent) in English and Mathematics

	Knowledge and Skills

	2. Excellent verbal communication skills both on the telephone and face to face

	3. Excellent working knowledge at Microsoft ‘Office’ software – Windows, Word, Excel, Power Point and Outlook

	4. Excellent and proven formal minute taking skills

	5. Excellent literacy skills including good spelling, grammar and punctuation

	Experience

	6. Working in an administrative role supporting managers

	7. Experience of working in a busy office environment dealing with a wide range of new initiatives

	8. Experience of researching and analysing information

	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. General education to “A” level equivalent standard

	Knowledge and Skills

	2. Understands why equalities and diversity is important and can apply this in the workplace

	Experience

	3. Local Government administrative experience

	4. Knowledge of Member/Officer interface

	5. Knowledge of the District
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