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	Role Profile:
	Democratic Services Officer (career graded)

	Contribution to Council Strategy

	Your role makes a positive contribution to the Councils’ priorities by providing a high-quality administrative service to facilitate the effective running of the Councils’ formal committees and support the decision-making process. 


	Grade 4/5 (dependent on experience/qualifications)
	Corporate Services Directorate

	October 2020


	
	

	Your role delivers:
	Your role delivers support for councillors’ meetings, including formal committees of the Council, sub-committees, panels and officer meetings.  You will provide complete secretarial support to a number of such meetings, including the preparation and publication of agendas, the collation of reports, attendance at meetings to give procedural advice and taking concise, accurate minutes. 

A flexible approach is required, as your role will assist with the general running of the Democratic Services function.  These duties can include the organisation of events and training, assisting with research for councillor led scrutiny reviews, associated report writing (Grade 5) and providing cover for other team members as and when required, 



	You have these essential criteria for the role:


	Grade 4

· A good level of literacy and numeracy

· A good working knowledge of Microsoft Office 365 to efficiently undertake a range of tasks

· Basic understanding of local government

· A team centred approach to delivering services to internal and external customers
· Flexible approach to work, including attendance at evening meetings as required

· Commitment to train for ADSO Certificate in Democratic Services Knowledge

· Organised and the ability to prioritise conflicting workloads 
· Excellent written and oral communication skills to be able to convey complex information to a range of audiences

· The ability to maintain confidentiality
· Ability to act with tact, diplomacy and discretion
· Ability to work across two separate locations

· Ability to act with tact, diplomacy and discretion

Grade 5 (in addition to the above)
· A thorough understanding of local government decision-making with the required technical knowledge, competence and ability to ensure full compliance with committee processes and standards.
· A relevant professional qualification, such as an NVQ in Democratic Services or the ADSO Certificate in Democratic Services Knowledge
· A high level of accuracy and attention to detail to be able to provide reliable information and review information prior to publication/submission

· A minimum of two years’ experience within a Democratic Services Team

· Experience in taking sole responsibility in advising Committee Chairmen on correct procedure

· Experienced and proficient in producing accurate and concise minutes

· A thorough understanding of the ‘model’ Constitution

· A full understanding and experience of using committee software, such as mod.gov.
· The ability to prepare minutes and compile agendas to legislative requirements.



	You may also have these desirable criteria for the role:


	· BTEC Business Diploma or A Level equivalent 
· Experience in minute taking (for Grade 4, essential for Grade 5)
· Experience of researching

· Relevant professional accreditation



	Your role manages:
	· Your own workload 



	Your role impacts:
	· Elected Members of both East Hampshire District Council and Havant Borough Council

· Parish Councillors in East Hampshire

· Senior Leadership Team (Chief Executive, Directors and Heads of Service)

· Executive Assistants and other Officers

· Residents, businesses and visitors to the Borough



	Your role connects you with:


	· Elected Members of both East Hampshire District Council and Havant Borough Council

· Parish Councillors in East Hampshire

· Senior Leadership Team (Chief Executive, Directors and Heads of Service)

· Executive Assistants and other Officers

· Residents, businesses and visitors to the Borough



	Success in the role means:
	· Meeting all statutory deadlines required of Democratic Services in a methodical and organised way
· Being regarded as a trusted advisor to councillors, officers and the public

· Consistently operating within a flexible team orientated approach to ensure the team’s targets are met

· Maintaining effective working relationships with councillors and other stakeholders which are appropriate to the role and fully transparent



	Your role regularly includes:


	Grade 4

· Support for councillors’ meetings, including formal committees and sub-committees, panels and officer meetings
· Preparation of agendas and minutes, collation of reports, attendance at meetings and taking minutes
· Ensure that minutes, agendas and reports are prepared, revised, printed and distributed within required deadlines.
· Assisting with the general running of the Democratic Services function, providing cover for other team members if needed
· Assisting with the organisation of events, such as Mayor Making
· Assisting with sourcing and booking councillor training events
· Assisting with research for member-led scrutiny projects

Grade 5 (in addition)

· Occasional report writing in respect of the committees that you service
· Initiate and ensure completion of actions on matters arising from meetings and deal with correspondence and other matters requiring attention. The actions will include work (under guidance from officers in the Legal Team) on or arising from notices, orders, agreements and other documents with legal effect.
· Undertake a co-ordinating role for research purposes in connection with the work of member-level meetings and panels drawing on professional expertise, advice and support from relevant officers and external advisors as required.
· Deal with enquiries (internal and external) in relation to the committees etc served.
· Taking sole charge of committees that you service and the expertise to support the chairman in the running of formal meetings. 
· Facilitate the activities and requirements of members of the Council through the provision of advice and assistance.


	Your key inputs into the role are:
	· A high degree of accuracy

· A commitment to personal development and to complete any necessary training/qualifications 

· Using good communication skills to form the professional relationships required to excel in the role.


	Your role occasionally includes:


	· Assist with the organising and running of Civic Events.

· Provide cover for the other Democratic Service Officers in their absence.

· Assist with the preparation and distribution of regular and appropriate internal and external communications to promote and inform customers of the work of the Democratic Services Team.
· Applying your skills and experience to the delivery of responsibilities and outcomes associated with this role

· Applying a willingness to learn and develop new skills

· Contributing to a close team-working environment


	All members of staff are required to:
	· Comply with all statutory requirements and regulations, and policies and procedures of the Council within the remit of the post.

· Be responsible for making themselves familiar with the Council’s health and safety policy and fulfilling any duties, responsibilities or tasks relevant to the post. 

· Contribute to Risk Management, including Financial Management practices within the remit of the post.

· Comply fully with the Data Protection Act 2018

· To actively participate in both corporate and post specific learning and development activities and to continually develop skills and abilities within the role.

· To contribute to a work environment in which everyone is treated with dignity, respect, courtesy and fairness and where all employee behaviour is in line with the Council’s values.



	Other requirements:
	

	DBS Check
	Not required

	Travel
	Essential user rate or reimbursement of public transport fare

	Politically Restricted Post
	The post is politically restricted under the provisions of the Local Government and Housing Act 1989

	UK Full Driving Licence
	Desirable

	Statutory Post
	No
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