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Person Specification


POST TITLE:	Democratic Services Officer
GRADE:	4
SERVICE: 	Policy and Governance
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE



	Experience of working with and
supporting Councillors, panel or
board members, including
responding to their enquiries.

Experience of committee, panel or
board administration and minute
taking.

Experience of working in a
politically sensitive environment
such as local or central
government, or an environment
where there are competing
stakeholder interests.
	Direct experience of
Working with politicians.

Experience of providing advice on protocol and procedures relating to
local government council meetings and decision making.
	Application form and interview

	QUALIFICATIONS/TRAINING
	
Educated to A-Level or equivalent standard.
	
ADSO Certificate in
Democratic Services
Knowledge.
	Application form

	KNOWLEDGE


	
Knowledge and understanding of
committee, panel and/or board
administration work.

Knowledge and understanding of
the role of local government and its
purpose.
	
Knowledge and
understanding of local
government decision
making procedures.
	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS

	
Good diplomacy and political sensitivity skills to establish confidence with Councillors and senior management.

Excellent team working skills with an ability to foster good working relationships, as well as the ability to work independently.

Excellent written and verbal communication skills, including the confidence to provide advice in a public setting.
Excellent computer literacy with the ability to use all Microsoft products.

Ability to problem-solve and make on-the-spot decisions without support from colleagues, this includes the ability to problem-solve common IT issues (initial training will be provided).

Ability to produce written correspondence that is clear and to a high standard for varying audiences.

Accurate with excellent attention to detail.

Excellent organisational skills and multi-tasking skills to cope with the varied workload and be able to prioritise work accordingly in an environment with competing demands.
	Experience of providing councillor support and development.
Experience of using specialised committee software preferably Modern.gov.
Experience of managing and monitoring webcasting equipment, such as Public-I.
Ability to use virtual meeting platforms and the ability to understand, setup and use video webcasting equipment
	Application form and interview

	
DISPOSITION/
ATTITUDE

	Good degree of political awareness.
Conscientious, respectful and professional.

Ability to work calmly and accurately under pressure.

A high level of integrity and ability to maintain confidentiality and deal with sensitive information appropriately.

Friendly and approachable with a positive attitude.
	
	Application form and interview

	SPECIAL REQUIREMENTS

	Able to work outside normal working hours on a routine basis, normally with prior notice.
	
	



image1.emf

