	Service Area:
	Legal & Democratic 

	
	

	Job Title/Grade:
	Civic Officer (SO1)
The post is politically restricted

	
	

	Responsible to:
	Principal Democratic & Member 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. If this sounds like a place you would like to work then read on for more detail on this job role.



	 Main Responsibilities

	Advising the Chairman & Vice-Chairman of the Council regarding civic activities, ceremonial matters and on protocol, as appropriate.

	Co-ordinating the Chairman’s and Vice-Chairman’s diary, provide secretarial and technical support, including updating and maintaining the Chairman’s Guide and protocol

	The drafting of speeches for the Chairman and Vice-Chairman as appropriate

	Day to day supervision of the Civic Chauffeur and Support Officers to ensure the coordination of their workloads.

	The planning, organisation and attendance at Civic and charity fundraising events and engagements.  This involves occasional evening and weekend work. 

	Managing, on a day to day basis, the Civic and special events budgets, including Chairman’s Charity Functions/handling financial transactions relating to the Civic events and engagements, as appropriate.

	Arranging for the care and maintenance of Civic Regalia and the Civic Car, as appropriate

	Providing advice on civic and ceremonial matters to Members, senior officers and the public





	Job Description
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	Additional Responsibilities

	Raise purchase orders for Democratic and Civic Services

	Attend civic-related meetings, as required.

	Liaising with other Council officers and external groups to identify suitable opportunities to promote the Council and the Chairman, including suitable events within the Rochford District for the Chairman and Vice-Chairman to attend.

	Leading on inducting the new Chairman and Vice-Chairman at the beginning of each new Civic year.

	Maintain an up-to-date record of Chairman details each Civic year.
Supporting the Corporate Manager -Democratic and Legal in co-ordinating arrangements for Operation London Bridge.
To contribute to the wider administrative requirements of the Service if required.

	Undertaking any other relevant duties within the Service as may be required by the Line Manager. 






	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 undertaken 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
	Civic Officer



	Essential Requirements

	Qualifications

	 Evidence of literacy and numeracy qualifications at level equivalent of GCSE grades A to C/9-4

	 Full Driving Licence and access to a vehicle

	Knowledge and Skills

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

	 Effective written and verbal communications skills

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

	 Able to produce, clear, fluent and concise correspondence

	 Understanding and knowledge of event management
Awareness of Health and Safety requirements, procedures and issues related to civic events and activity 
Understanding of the Civic role, function and requirements within a local council.

	Experience

	Experience in organising corporate public events 
Experience in administration within an office environment
Experience in working with partners to deliver corporate activity
Experience in working with a diverse range of people of differing status.

	Ability

	 Flexible, pro-active and adaptable
Commitment to maximising potential and continuous improvement of self and of service
 Able to contribute positive suggestions and willing to take forward
  Able to demonstrate a commitment to customer service
Able to work evenings and weekends as and when required
Ability to communicate and relate to people from all backgrounds
Ability to manage different types of corporate public events
Ability to work under pressure and meet deadlines
Ability to work within a team
Ability to work on own initiative
Ability to work in partnership to deliver civic activity
Ability to work methodically with attention to detail
Good numeracy and literacy skills
Willing to comply with the requirements of a politically restricted post 





	Desirable Requirements

	Qualifications
· General education to A level equivalent standard

	Knowledge and Skills
· Handling cash and cheques and ability to track expenditure against a budget
· Knowledge of administering a Twitter account for business purposes

	· Knowledge of the District 

	Experience 
· Co-ordination of workloads 

	· Involvement with civic/ceremonial matters

	· Public sector administrative experience

	· Working with Councillors
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