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Job Description

Post Title: 	Democratic Services Officer

Service: 	Governance and Democratic Services		

Grade: 	4

Responsible To: 	Democratic Services Team Leader


Job Summary:

To organise and support all meetings of the Council’s committees, panels and boards, to ensure they function in accordance with legislative requirements and the Council’s Constitution.

To provide an effective and efficient administrative support service for other meetings, decision making processes, independent appeals processes and councillors as appropriate.

Main Activities:

To undertake the servicing of Full Council, Cabinet, boards, panels, working groups and other committee and council meetings in accordance with any legal, constitutional and procedural requirements, which will include undertaking the following activities on a regular or irregular basis:

1. Compiling and drafting meeting agendas.

2. Checking the content of reports and other documents to ensure that they comply with legal and governance requirements and liaising with officers accordingly.

3. Collating, printing and despatching agendas and reports packs (often working on multiple meetings at any one time) to councillors and officers and making them publicly available on the Council’s website in a timely manner.

4. Attendance at meetings to undertake minute taking resulting in the production of an accurate record of the discussion and any decisions made.

5. Recording of decisions; including advising councillors and officers on committee procedures and practices and ensuring that decisions are taken lawfully and in accordance with the Constitution and accurately recorded in the minutes of the meeting.

6. Ensure meeting rooms, equipment and refreshments are booked and guests are invited as necessary.

7. Produce accurate meeting minutes (often working on multiple meetings at any one time) for circulation, checking and approval by councillors and officers and then publish these on the Council’s website in a timely manner.

8. To set up and run hybrid meetings (physical and virtual attendance) on the Council’s virtual meeting system. This includes problem solving digital and AV equipment, understanding and using virtual meeting platforms, and providing help, advice and technical assistance to attendees.

9. To take a proactive approach to the provision of support, guidance and advice to councillors and officers on the correct procedures for the taking of decisions to ensure they are lawful, properly publicised and free from the risk of successful challenge.

In relation to the above tasks, it is expected that the post holder will seek advice from the Democratic Services Team Leader and senior colleagues as necessary.

10. To contribute to ongoing work to modernise and improve the council’s democratic processes through use of new and emerging technologies, such as AI and automation.

11. Contribute to the provision of a range of support services to councillors, including new starter induction and other learning and development activities, to ensure they are supported and have the skills and knowledge required to effectively and efficiently perform their roles.

12. To have a general awareness of the Council’s Strategic Plan and policies and to keep abreast of major developments within the Council, with a particular emphasis on those issues that directly impact on Democratic Services.

13. To keep abreast of changes in legislation, national and local guidance, and regulations and best practice that impact on Democratic Services.

14. When required, provide support to other areas of the service, including Electoral Services, the Mayor’s Office and Executive Support.

15. To demonstrate a commitment to ongoing personal development.

16. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

NB	This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change, and any changes will be made in consultation with the postholder.
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