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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Democracy Officer
	POST NUMBER:  1100BBU
(RSPMC240)

	REPORTS TO (Job Title):  
	Senior Democratic Services Officer


	DEPARTMENT:   Civic and Democratic Services
	GRADE: 7

	JE REF:
	2725
	PANEL DATE:
	290911



	1.
	MAIN PURPOSE OF JOB 

To ensure, within allocated work areas:

(i) That decisions of Council Members and Chief Officers are made in accordance with statutory and constitutional requirements and are properly recorded and communicated and 

(ii) That Members, Officers, York citizens and the general public are able to gain appropriate access to information and meetings in relation to the above decisions.
(iii) to provide a range of support services to Members from induction/training to ongoing development and including processing allowances, expenses, IT facilities and deliveries to Members

(iv) to develop, implement and promote new corporate working methods for the Council’s decision making process which take into account changes in national policy and constitutional requirements

(v) to undertake specific projects relating to the democracy function



	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	To arrange, publish agendas for and attend decision making meetings and bodies of the Council, or any other Member level meeting, as required, and to produce, communicate and maintain accurate records of those meetings.  Examples of meetings serviced in this way include Executive Member decision making meetings, Quasi-Judicial, Scrutiny meetings and working groups.

	
	ii
	To attend briefing meetings as required in connection with subsequent formal decision making meetings (e.g. Planning Chairs’ Briefings) 

	
	iii
	To provide advice to Elected Members and Council Officers on the legislation and  rules governing the Council’s decision making processes (including standing orders, the delegation scheme and protocols) and their interpretation and application and to ensure that agendas, reports and related information comply with legal and constitutional requirements. 

	
	iv
	To provide advice  to school admission and exclusion appeals panellists and to the Local Education Authority on national guidance relating to the convening, organisation and running of admission/exclusion appeals. 

	
	v
	To provide advice and guidance to Members on the Code of Conduct (e.g. on declaring interests at meeting)  and the Planning Code of Good Practice, on behalf of the Head of Civic, Democratic and Legal Services.

	
	vi
	To prepare and present reports to appropriate Council bodies and meetings, as required – including, reports referring recommendations to the Executive from other meetings.

	
	vii
	To ensure that actions arising from meetings, including appeals hearings, are recorded and drawn to the attention of the appropriate department or individual.

	
	viii
	To organise the School Admissions and Exclusions Appeals processes, including clerking meetings , liaising with relevant Education Officers, head teachers and parents and arranging training for Panellists

	
	ix
	To coordinate responses to, or respond directly as appropriate, the local Ombudsman in relation to any complaints received in connection with appeals processes, in particular the School Admissions Appeals process.

	
	x
	To participate in implementing effective systems and processes to enable executive and quasi-judicial decisions to be taken by Members as appropriate.

	
	xi
	To implement the requirements laid down in the Council’s rules and protocols (e.g. Constitutional protocols such as Access to Information and Guidance on Report Writing), in order to ensure that consistent standards are maintained and applied – e.g. usage of corporate report template and compliance with standards in Report Writing Protocol.

	
	xii
	To keep abreast of legislative changes and put any agreed amendments to processes, rules and procedures into practice.

	
	xiii
	To ensure, within allocated work areas, that memberships of Council bodies and meetings included in the corporate diary are kept up to date and maintained for the forthcoming municipal year, as part of the diary setting process. 

	
	xiv
	To co-ordinate Member appointments through Council or the Executive as appropriate to outside bodies, including liaising with Group Secretaries and preparing an annual schedule of appointments for consideration at the Annual Council Meeting.  

	
	
	Supporting Members

	
	i
	Providing complex administrative support to elected members e.g.

· Administering the scheme of allowances, ensuring that claims are proper and provided for within the scheme and seeking further clarification form member where necessary

· Managing  the provision and return of equipment provided to members

· Maintaining the register of gifts and hospitality

· Providing a signposting service for Members to services in support of their casework 

	
	
	Projects

	
	i
	Undertaking  specific projects such as:

· Acting as the systems administrator for the Mod Gov Committee management system, providing training where required and linking with the supplier in respect of required development and  fault identification

· Drafting and consulting on the Council’s calendar  of meetings and arrange for it to be produced  both on-line and in pocket diary format.

· Producing  a programme of development opportunities for consideration and approval by the Member Development Steering Group

·  Promoting and organising personal development interviews for members and mentoring opportunities where appropriate

· Producing a comprehensive induction programme for newly elected Members, comprising one to one interviews, meetings with service directors, a corporate induction day and a standard pack of information

· Promoting local  democracy and scrutiny through organising events and producing publicity material



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

N/a



	4.
	CREATIVITY & INNOVATION

Creativity and innovation are required to carry out the following aspects of this post:

· Interpreting constitutional rules and procedures for Members, senior Officers, colleagues and the public (e.g. advising on how best to ensure that any urgent business that arises is properly dealt with), as well as legislative guidance on school admission/exclusion appeals and quasi-judicial bodies (eg. Licensing hearings)
· Helping to devise systems, processes and protocols (through contributing ideas and experiences) to ensure that information is recorded and published correctly, in accordance with access to information requirements and with any constitutional or legislative changes
· Ensuring that information and meetings are accessible to all members of the public (e.g considering what format or languages information should be provided, suitability of venues.
· Devises a programme of development and induction opportunities for Members, involving identifying relevant and appropriate events/courses, analysing outcomes from Personal Development Reviews, as well as researching a range of training providers, and drafting a timetabled programme of events
The nature of the post holders work in relation to the Modgov Committee Management System will frequently necessitate radical, imaginative and innovative responses to the creation and review of the system and its working processes.  There will be a need to find solutions to problems that have the potential for far reaching consequences across the whole Council and its partners.  This will include:

· The creation and design of easy to use systems (incorporating many facets) under Mod Gov CMS e.g. Scrutiny database

· Creation and design of appropriate procedures/processes for internal and corporate use, e.g. Officer decision log, corporate diary template


	5.
	CONTACTS & RELATIONSHIPS

Internal: 
Regular, daily contact with Members in relation to their support services and meetings, senior Officers and colleagues in relation to business to be transacted at meetings, procedural advice etc.

External :
Frequent contact with members of the public, partner 

organisations, local Council networks, admission and exclusion appeals panellists, head teachers, contact for outside bodies and co-opted members of Council bodies in relation to business to be transacted at meetings, Council decisions, public participation in meetings and general queries about the Council and its Members.

Regular contact with other local authorities, external partners and service providers e.g. Mod Gov provider in relation to CMS system



	 6.


	DECISIONS – discretion & consequences

Subject to statutory and procedural requirements and to management reporting arrangements within Civic and Democratic Services, the post holder has discretion to:

· Interpret and apply legislation, its practice and protocols, and constitutional rules and procedures for Members, Senior Officers, colleagues and the public, eg. interpreting personal or prejudicial interests, the Delegation Scheme or Standing Orders in relation to Committees.

· Consequence: ensures the provision of clear, consistent and impartial advice to all parties and minimises any potential risk in relation to the validity of decisions being taken.
·  Take decisions on a day to day basis relating  to allocated Committees and other decision making bodies. eg. selecting the most appropriate method for providing information on an agenda. 

· Consequence: ensures the provision of clear, consistent and impartial advice to all parties and minimises any potential risk in relation to the validity of decisions being taken.
· Decide upon the content of the minutes of  Council meetings, within the standards set by the Principal Democracy Officer and in accordance with legal requirements
· Consequence: ensures that Members’ decisions and advice are recorded with accuracy, clarity and consistency.

· Assist in identifying and implementing suitable systems for recording, logging and responding to school admission appeals and local assessments of complaints about Members.

· Consequence: ensures that school admission appeals and complaints about Members are dealt with efficiently.
· Identify where reports fail to comply with corporate standards set in the Constitution (eg Report Writing Protocol and Access to Information Protocol)  and proposes appropriate amendments or alternatives to report authors and Directors 

· Consequence: ensures corporate standards and constitutional requirements are consistently applied.
· Identify whether proposed business for a specific meeting is relevant to that body and accords with the agreed nature of business set out specifically in the Council’s Delegation Scheme (within the Constitution)

· Consequence: ensures corporate standards and constitutional requirements are consistently applied.
· Determine appropriate venues for meetings, as required, ensuring these are accessible to all community representatives

· Consequence: ensures corporate commitment to accessibility is met.
· Use discretion on a daily basis in relation to allocated work areas, eg. In relation to how information on public agendas or in reports should be presented to Members or in giving constitutional advice at evening Committee meetings as the sole representative of Democratic Services. 

· Consequence: ensures corporate standards and constitutional requirements are consistently applied.
· Makes decisions about the timetable of meetings for inclusion in the Corporate diary of meetings

· Consequence: Ensures minimal clashes of events/meetings

	7.
	· Required to create and/or develop systems for corporate application which must be flexible enough to meet many differing departmental requirements.  This contributes to helping departments work corporately but maintaining valuable differences.  Post holder is responsible for initial development and reports to Democratic Services Manager.

[Consequence: ensures Mod Gov CMS system is appropriately used and applied corporately]

· Resolves issues and Mod Gov CMS system queries directly where possible, and works closely with system supplier to solve all other issues 

[Consequence: ensures issues or problems with the system are resolved satisfactorily and expediently]

RESOURCES – financial & equipment

N/a.



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

The post holder:

· Works under pressure, responding to varied and competing demands from a variety of different sources, and to tight deadlines,– e.g. statutory and constitutional deadlines for the production of agendas and minutes and the recording of decisions;

· Works in a changing political environment, which requires political impartiality.  eg. Frequently deals with sensitive and confidential information, such as reports to Members containing confidential or exempt information;

· Is required to attend evening meetings, of an unspecified duration, on a regular basis;

· Is subject to frequent interruptions on a daily basis, by virtue of working in an open plan office to which Members and Officers have free access at all times;

· May sometimes be required to react to urgent and emerging situations, by virtue of working closely with Members and Senior Officers;

· Has occasional contact with difficult and / or aggressive members of the public;

· Is required to treat reports and documents confidentially on a regular basis in accordance with statutory provisions and maintain discretion at all times.

· Is required to attend lengthy meetings with often no break, due to the nature of the business or regulations governing the conduct of the meeting (eg. Appeals hearings) 

· Required to be familiar with emerging Mod Gov CMS developments and understand their application, in order to advise on appropriate usage within the Council and provide training to colleagues where necessary.   


	9.


	KNOWLEDGE & SKILLS

Knowledge - The post holder must:

· Be educated to degree level or equivalent 

· Have a thorough knowledge and understanding of Local Government, its decision making processes, regulatory and scrutiny functions 

· Have a working knowledge of relevant legislation and guidance eg. Local Government Acts, Code of Conduct , School Admissions

· Have proven experience of communicating effectively, both orally and in writing, at all levels

· Have proven experience of working in an environment governed by strict timescales

· Have proven experience of working in a political environment

· Have proven experience of working in an environment of continual change

· Have proven experience of interpreting constitutions or other detailed procedural documentation, e.g. Council Standing Orders

· Have proven experience of handling confidential and sensitive information

· Have experience of précising and analysing complex information, in order to understand and comment upon reports and produce effective minutes.

Skills  - the post holder must:

· Be able to analyse complex information

· Possess highly developed communication, listening and enabling skills

· Be flexible and approachable in dealing with a wide range of customers, from Members and the Civic Party to senior Council Officers, key partners, external organisations and the public

· Be courteous and respectful at all times in dealing with all customers

· Be diplomatic and politically sensitive

· Be able to work independently and as part of a team

· Be diplomatic and politically sensitive

· Have competent IT skills, to be able to operate the computerised committee management system effectively

· Ability to adapt existing and develop new IT capabilities to address corporate needs in regards to Committee Management System 



	10.
	Position of Job in Organisation Structure
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Job reports to:  Senior Democratic Services Officer





THIS JOB


Democracy Officer





Other jobs at this level: Scrutiny Officer





Jobs reporting up to this one: 





None
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