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Job Description


Post Title: 	Democratic Services Team Leader

Service: 	Policy and Governance	

Grade: 	7

Responsible To: 	Head of Policy and Governance


Job Summary:	To lead the Council’s Democratic Services team ensuring work is prioritised and organised and the team is fully skilled to meet their objectives. Ensure that the Council’s formal decision-making processes are followed correctly by meeting statutory deadlines.

Main Activities:

1. To oversee and supervise the day-to-day operation of the Council’s Democratic Services team.

2. Carry out regular one-to-one meetings and Annual Development Review meetings with all members of the Democratic Services team.

3. To ensure that the Council’s formal decision-making committees, boards and working groups are well serviced by the Democratic Services team, that good administrative processes are in place, statutory deadlines are met, and minutes are published in a timely manner.

4. To have direct responsibility for administering the processes of the Full Council, Cabinet and Leadership Team, ensuring that work programmes, agendas and minutes are collated, published and completed in a timely manner and according to statutory or internally set deadlines.

5. To set the Committee Timetable for Council meetings each municipal year and report this to Full Council in December for approval. This will allow members of the Democratic Services team to create their own work plans for the committees they administer and Officers to plan reports around committee deadlines.

6. [bookmark: _Hlk210205076]Oversee the delivery of the Council's Overview and Scrutiny work programmes, defining and influencing programmes in line with the Council’s objectives and monitoring progress through the scrutiny process. This will result in fully engaged Councillors and continual improvement across the organisation.

7. Ensure Councillors receive the necessary advice, information, training and support to enable them to carry out their roles effectively.

8. To administer the Council’s programme of training and development for Councillors. This includes arranging training courses (internal and external) and supporting events where necessary, planning and assisting with the delivery of the new Councillor induction programme each May and maintaining accurate training records for all Councillors.

9. Responsible for ensuring the Members’ Support Portal is regularly reviewed and that content is up to date, relevant, and provides Councillors with instant access to the information they require to carry out their roles effectively.

10. To support the Head of Service with the management and reviews of the Councillors’ Allowances Scheme, Political Balance and Seats on Committees.

11. To work with the Head of Service to identify, plan and implement improvements to processes which could be delivered in a more efficient way through digital transformation or process reengineering.

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

13. To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

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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