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Democratic Services Officer 
Level 9 (£38,220 - £39,152), full time 36.25 hours
Responsible To:   				Responsible For:
Democratic & Member Services Team Leader	Not Applicable 

											
About the job:
To provide a professional Democratic and Member service that delivers high standards of advice, guidance and support to elected Members and our decision-making structures.


Role:
1. Co-ordinate democratic processes, including servicing meetings, meeting dates and venues, preparing reports, agenda’s and minutes.  Ensuring actions are followed up, and associated administrative work is carried out.

2. Ensure members and officers receive high quality procedural, constitutional and standards advice.  

3. Act as point of contact for councillors ensuring appropriate support is provided in order to aide fulfilment of their role.

4. Assist in ensuring the Council’s decision-making procedures operate smoothly, efficiently and effectively with transparent decision making and governance.
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Responsibilities:

Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required and be committed to continuous professional development

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be committed to ensuring that shared services works for each organisation and act as an advocate for its development over time
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all directorates, with stakeholders and external partners to ensure each council’s priorities and objectives are met.
· You will positively promote and represent each council at all times.
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[bookmark: _Hlk1377974]Qualifications

· Evidence of continuous professional development through membership of a professional body or further qualification.


Experience

· Experience of local government democratic and committee administration
· Experience of report writing and creation of formal documents along with ability to collate minutes at meetings, closely following discussions and accurately selecting pertinent points 
· Experience of working with councillors and officers 
· Experience of working within a team to achieve goals and objectives


Knowledge
· Detailed knowledge and understanding of local government democratic processes
· Knowledge of the law relating to local authority meetings

Skills and Abilities
· A high degree of political sensitivity to be able to work with, advise and influence members and officers
· Capable of expressing information and ideas orally and in writing which is logical, well structured, timely, accurate and meaningful to the audience
· Ability to work on own initiative with minimal supervision, prioritising and organising to ensure business needs are met
· Strong organisational skills
· Use of Mod.gov committee management system and Microsoft packages
· The ability to work flexibly outside usual office hours
· Politically restricted post
 You will play a key part in our organisational culture:
A LEARNING FORWARD THINKING ORGANISATION – Plans and prioritises effectively deciding what to do and what not to do, if unsure ask

RESPECT AND INTEGRITY – Is visible, approachable, open and honest with colleagues.

PRIDE – Creates an upbeat, positive culture among colleagues.

TWO COUNCILS, ONE SHARED SERVICE  – Builds effective relationships outside their immediate team, with win-win relationships for all
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