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Person Specification


	Post title:
	Democratic Services Team Leader	

	Service:
	Governance and Democratic Services

	Grade:
	7




	Criteria
	Essential
	Desirable
	How identified

	Experience



	Experience of working in a local government and / or politically sensitive environment.

Experience and understanding of local government processes and procedures, including supporting committees and decision making.

Experience of working with and
supporting councillors, panel or board members.

Experience of managing or supervising a team.

Experience of committee clerking, minute taking and office administration.

Experience of working to tight deadlines in a complex environment.
	Experience of managing or supervising a team in a local government environment.

Experience of committee clerking, minute taking and office administration in a local government environment.

Supporting Overview and Scrutiny Committees within local government.
	Application form / interview

	Qualifications / training
	Good general education to A-Level standard or equivalent.
	ADSO Certificate in Democratic Services.
	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 processes.
	
	Application form / interview

	Practical and 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 IT skills, including the use of Microsoft 365 (Teams, Word, Excel, PowerPoint, Outlook and OneDrive).

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

Excellent organisational and multi-tasking skills to cope with a varied workload and able to prioritise work accordingly in an environment with competing demands.
	Competent in the use of meeting web casting systems, such as Public-I.

An understanding or experience of the Modern.gov Committee Management System

	Application form / interview





	
Disposition / attitude

	Confidence and political sensitivity when dealing with elected members and senior officers.

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.
	
	Interview

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

This is a politically sensitive post.
	
	Application form / interview
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