Job Profile 
Democratic Services Adviser 

	About the Job To provide support as required to the operation and administration of the member function, corporate governance, decision-making and political structure of the County Council.

	
This is what we need you to do... 
· Provide democratic support to such functions of the Council’s member structure as the Head of Democratic Services directs, including the law relating to decision-making, conduct of formal meetings, procedure and all elements of the Council’s constitution.

· Participate in such projects as the Head of Democratic Services directs including supporting school appeals, including admissions, transport and exclusions as well as Lieutenancy Services.

· Advise officers and members on the interpretation of the Council’s constitution.

· Work closely with senior officers to deliver effective corporate governance of the Council.

· Contribute to the provision of training for members and officers about the Council’s constitution and governance arrangements.



	


· Assist the Head of Democratic Services in delivering effective corporate governance arrangements with key partnership and stakeholder bodies eg. Health, Police. 

· Carry out any other duties and responsibilities as may be required by the Head of Democratic Services.






Monitoring and ongoing development of outcomes

As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.
	
The ideal candidate will have... 

Experience

· Proven track record in processes associated with member functions, decision-making, corporate governance and political structures within local government.  
· Proven and sound working knowledge of basic law and practice relating to local government business.
· Experience of working in a political environment including briefing elected members, collectively and individually.  


Knowledge, Skills and Understanding

· Project and programme management skills and the ability to work to challenging deadlines. 
· Ability to develop productive working relationships with people at all levels.  
· Potential to persuade and influence at the highest level. 
· Negotiation, communication and inter-personal skills.

	


Behavioural attributes

· Personal credibility to provide effective support to all officers and members of the Council. 
· Able to cope and function effectively when working in a pressurised environment. 
· Able to work effectively with people at all levels within the council, external partner organisations, outside bodies and the public. 
· Politically astute. 
· Emotionally resilient. 
· Flexible, creative, self- starting, focused. 
· Organised and able to meet tight deadlines. 
· Able to respond to a changing pattern of demand at work which can be unpredictable and unplanned, requiring constant shifts of priority. 


Education & Qualifications


Essential - Educated to at least A Level or equivalent, or exceptionally, other relevant DSU experience.

Desirable - Relevant qualifications relating to public administration



