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Lancaster City Council - Job Description

	Job Title:
	Democratic Support Officer 
	Grade:
	Grade 6
	Job Code:

	GDS0010

	Job Family:
	N/A
	Job Family Group:
	N/A
	Reports to:
	Principal Democratic Support Officer



	Job Summary

	
To assist the Council’s Democratic decision-making process through providing administrative support, servicing meetings and assisting with other administrative and regulatory functions carried out by the service.


	Direct Responsibilities 

	
· To provide administrative support to the Council’s Democratic Decision-making Processes and be responsible for servicing Council committees, partnerships, working parties and any other bodies identified by the Head of Democratic Services/Principal Democratic Support Officer.  

· To undertake research, prepare letters, reports, agenda and minutes for any Council meetings or other bodies identified by the Head of Democratic Services/Principal Democratic Support Officer.  

· To organise, facilitate and attend such meetings as required.

· To record decisions of meetings, write and process questions, references and Council reports, notify officers and Members promptly of Committee decisions, notify those concerned of action to be taken and monitor such action.

· To be familiar with the democratic arrangements and the way in which the Council operates and to deal with enquiries from the public, Councillors and officers, with regard to the operation of the democratic process.

· To undertake special projects to improve the services provided by Democratic Services and other such duties as allocated by the Head of Democratic Services or Principal Democratic Support Officer which are commensurate with the scale of the post.

· To work on elections and referenda as requested.


	Primary Objectives

	
· To deliver a high-quality support service to Councillors meeting all current legislative requirements.

· To deliver a support service to Councillors.


	Knowledge & Educational Requirements

	
Specialised knowledge:
· 5 GCSE’s or equivalent including Maths and English.
· 2 ‘A’ levels or equivalent qualifications.
· Degree, BTEC, or HNC in Public Administration/Business & Finance or equivalent or Association of Democratic Services Officer’s (ADSO) Certificate are desirable but not essential.
· Working knowledge of using a committee management software system, preferably Modern.gov. is desirable but not essential.

Functional knowledge:
· [bookmark: _GoBack]IT skills including keyboard skills and the ability to use Microsoft Word, Excel, databases and e-mail.
· Ability to be discreet and maintain confidentiality within a political environment.
· Ability to: work on your own initiative and work to tight deadlines.
· Ability to work in a team environment and to establish working relationships with officers and members.
· High level of enthusiasm and commitment to the provision of quality services to the Council and members of the public.
· Knowledge and awareness of the principles of customer care.

LCC specific knowledge:
· Understanding, implementation and adherence to Lancaster City Council’s policies and procedures.
· Understanding, implementation and adherence to the Council’s Values and Behaviours.
· Understanding of the post holder’s own and their team’s contribution to the Council’s Corporate. 


	Other Requirements

	
The hours of work are 37 hours per week, working Monday to Friday. However, this post will include some evening work and very occasional weekend work. The Council currently operates an excellent Flexible Working Hours Scheme which applies to this post. Subject to the needs of this business, this may allow employees to work between the hours of 6:00am-10:30pm. This post is based at Lancaster Town Hall, however applicants must be able to attend both daytime and evening meetings at other locations.  

This post is politically restricted. 


	Additional information

	
General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  

As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.  
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