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Job Description

	Post Title:
	Democratic Services and Scrutiny Manager
	Grade:
	10

	Post No:
	G70320
	

	Directorate:
	Performance and Innovation
	Section:
	Democratic Services

	Responsible to:
	Head of Governance
	Responsible for:
	Staff within the Democratic Services Team


	Location:
	Civic Centre
	

	

	Overall Job Purpose:

	Responsible for the efficient provision of high quality services to both Elected Members and Officers in support of the Council’s political structure and democratic decision making process


	

	Key Tasks & Responsibilities:

	1. Providing support to Members of the Cabinet, both collectively and as individual portfolio holders, to enable them to undertake their executive functions effectively.

2. Providing support to all Elected Members of the Council in order to enable them to effectively discharge their representational/ward councillor roles.

3. Providing support to the Council’s Regulatory and other Committees, sub-committees, panels and task groups.
4. Overseeing and supporting the delivery and development of the scrutiny function.

5. Undertaking research and analysis in order to keep abreast of the latest national thinking and good practice on modernisation of local government with particular reference to political decision making structures.

6. To monitor political, legislative, social, environmental and technical developments focussing on the modernisation of local government and provide written briefings, presentations or reports on their implications for the authority.
7. Personally attending and performing the Lead Democratic Service role at meetings of the full Council and other meetings as necessary.

8. Providing procedural/policy advice to Members and Officers on the Council’s Constitution and associated local government legislation.
9. Updating and monitoring the Council’s Constitution.

10. Liaising with and supporting the Council’s Monitoring Officer, as necessary, on ethical standards and Councillor Code of Conduct issues.

11. Overseeing the preparation and publication of agendas, reports and minutes .for all meetings supported by the Democratic Services Team.
12. Updating, monitoring and providing advice on the Council’s Schedule of Decisions (Forward Plan).

13. Preparing and implementing the Section’s Service Plan and monitoring performance against targets included in the Plan.

14. Ensuring that all work of the Section reflects the Council’s vision and contributes to the delivery of the Council’s corporate priorities. This will include leading the development of future service developments e.g. the full implementation of paperless working for Members and using other facilities available within Modern.gov, such as “workflow”.
15. Allocating, supervising and monitoring the work of staff in the Democratic Services Section.

16. Responsibility for training and development within the Section, including appraising the performance of staff and monitoring achievements in order to ensure continuous improvement.

17. Overseeing the development and implementation of the Council’s Member Training Programme.
18. Responsibility for the various budgets associated with the service.
19. Preparing the annual programme of Member level meetings and the Council Diary.

20. Preparation of responses to Freedom of Information requests relating to Democratic Services.
21. Administering the registration of Assets of Community Value.
22. Providing support to the Independent Remuneration Panel and dealing with issues relating to the Members Allowances Scheme.

23. Maintaining the Councillors Register of Interests and the Councillors Gifts and Hospitality Register. 

24. Any other duties as may be required by the Head of Governance commensurate with the grading of the post.
  

	Corporate Responsibilities:

	The postholder will be expected:-

· To adopt a flexible approach to changing patterns of work and undertake such other duties as are consistent with the job purpose and grade of post.

· To promote best practice in meeting the requirements of Health and Safety legislation and Council policy, and comply with other relevant statutory legislation.

· To carry out duties in accordance with the Council’s policy on equality and diversity.

· To accept that everyone has a right to their distinct identity, treating everyone with dignity and respect and ensuring that what our customers tell us is valued by reporting it back into the organisation.

· To provide quality services that are what our customers want and need, giving customers the opportunity to comment or complain if they need to, working with them to identify what needs to be done to meet their needs and informing managers about what customers say in relation to the services delivered.

· To develop oneself and others making every effort to access development opportunities and contribute effectively by participating in the Council’s performance management scheme.
· To be responsible for Data Quality.
· To demonstrate a high standard of probity in the use of council resources and where a nominated budget holder manage spending within available resources.


	Special Conditions: (e.g. week-end work, shift allowance, car/telephone allowance)

	· The council operates a strict non-smoking policy.
· Casual car user allowance.
· Evening working a requirement of the post.
· Politically restricted post in accordance with the Local Government and Housing Act   1989      



This Job Description is current at the date shown below.  In consultation with you it is liable to variation by management to reflect, or anticipate changes in, or to, the job.
	Prepared by: Joanne Billington
	Date: October 2019


	Post Holder Signature:
	Date:
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