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	JOB TITLE:
	Democratic Services Team Manager (Committees)

	GRADE:
	L

	POST NUMBER:
	A040700747

	DIRECTORATE:
	Resources and Governance

	SERVICE:
	Democratic Services

	RESPONSIBLE TO	:
	Head of Democratic Services

	RESPONSIBLE FOR:
	Democratic Services Officers (x5)

	


	DBS Basic / Enhanced check not required 
This post is not politically restricted 

	JOB SUMMARY:	
	To manage the Committee Team within Democratic Services to ensure that all formal Council Committees and meetings are serviced appropriately and that the Council’s Member-led decision-making arrangements are operating efficiently and effectively.

	ROLE REQUIREMENTS:
	

	1. 
	To manage and develop a team of Democratic Services Officers to ensure the efficient and effective operation of the Council’s decision-making arrangements ensuring they are complaint with statute and the Council’s Constitution.

	2. 
	To ensure the highest quality clerking service, efficient co-ordination of business and excellent procedural advice to all constitutional meetings by the Democratic Services (Committees) Team meeting all corporate requirements and timescales.

	3. 
	To work in a highly sensitive political environment, handling confidential information and requests from opposing political groups in a professional, non-political, unbiased manner.

	4. 
	To seek to innovate and match best practice in the provision of Democratic Services including in relation to public engagement with particular reference to changes in the sector, new legislation, political or other developments.

	5. 
	To ensure all work produced by the post holder and the Committee team is of good quality, accurate and is in compliance with legal and other requirements. This includes, for example, minutes, agendas, guides and web pages.

	6. 
	To promote open, efficient and transparent decision making with a particular reference to how the public are able to engage with the Council’s decision-making arrangements.

	7. 
	To undertake all duties of the Head of Service when deputising for them and in addition to deputise for the Team Leader (Civic and Members) in the absence of both that post holder and the Head of Service.

	CORPORATE RESPONSIBILITIES
	

	8. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	9. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	10. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	11. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	12. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	13. 
	To deputise for the Head of Democratic Services or the Democratic Services Team Leader (Member and Civic) where required particularly in periods of absence.  

	PEOPLE
	

	14. 
	To co-ordinate, manage and develop the staff and resources of the Democratic Services (Committee) Team in line with the Council’s policies and procedures, ensuring that all commitments are covered and performance targets met.

	15. 
	Provide advice and guidance to, Senior Officers, Members and the public on the council’s Constitution and general decision-making arrangements and all processes and procedures which relate to the work of the team paying particular attention to the sensitivities of working in a highly political environment.

	SERVICE
	

	16. 
	Support the continuous development of the Democratic Services functions ensuring the maintenance of a high performing service meeting sector best practice including by having an excellent awareness of statutory and other developments in the sector (particularly through the Association of Democratic Services Officers).

	17. 
	To represent Democratic Services, and prepare and present reports/briefings as necessary, at Directorate, Council and external events, meetings and working groups this includes deputising for the Head of Service when required.

	18. 
	The contribute to the wider development of the overall service and work closely with the Head of Service and Team Leader (Members and Civic).

	PERFORMANCE
	

	19. 
	By working with relevant senior officers ensure that reports and other material submitted for consideration by decision making bodies is of an appropriate quality, conforms to the Council’s constitution, other council requirements and the legal framework.

	20. 
	To ensure that all activities within the remit of the post are consistent with best practice as determined by the Head of Services.





OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

To engage and develop all staff in the team to ensure they have clear personal development plans.

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.
To undertake regular evening work as required and to work at weekends with appropriate notice.
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	Requirements
	Person Specification for the Post of
	Essential (E)
or
Desirable (D) (if applicable)

	Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	1. Thorough knowledge of the functions of local government; the provisions of the Local Government Acts 1972 and 2000 and associated legislation and regulations; access to information rules; executive arrangements and the elected Mayoral system.  
2. Good understanding of the political nature of local government and the respective roles of executive and non-executive Members, co-opted Members, officers, the public and partners.
3. Knowledge of the key issues facing local authorities and of developing policy, emerging best practice and other developments affecting local government Democratic Services.
4. Knowledge and awareness of the issues involved when working within a diverse community.
5. Good knowledge of the Modern.gov Committee Software System and an understanding of how other software and electronic tools can support efficient and transparent decision making.
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	Qualifications
& Experience
	1. A degree or professional qualification or equivalent.
2. Completion of the Association of Democratic Services Officers Certificate and/or Diploma Courses.
3. Evidence of significant Continuing Personal Development.
4. Experience of working in a managerial capacity within Local Government and of working closely with senior officers and Members at a local authority or similar organisation.
5. Experience of and responsibility for providing high quality administrative/clerking support to Council, Cabinet or other senior formal decision-making Committees.
6. Experience of giving advice, both within and outside meetings, to Councillors and senior officers on procedural issues and on the requirements of the Council’s Constitution.
7. Experience of working with and developing effective working relationships with senior figures within an organisation.
8. Experience of delivering change and developing best practice within Democratic Services or an equivalent service.
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	1. Takes swift action to resolve issues or conflicts, to build a positive team culture in the working environment.

Looks for ways to collaborate with others early on, to achieve the best outcomes
	E




E
	A, I




I

	We are OPEN and transparent

	1. Approachable and seeks regular internal and external feedback from people to improve how they and others do things.

Thinks about the people they communicate with and adjusts their style accordingly.
	E
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I

	We are WILLING to challenge, innovate and be accountable

	1. Takes accountability for delivering clear goals and targets, whilst setting high standards, for self and others.

Leads the way and encourages others, so they achieve continuous improvement with measurable benefits.
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I

	We empower each other to be EXCELLENT and go the extra mile

	1. Delivers to clear objectives, expectations and roles to motivate their team towards delivering the vision, as well as inspiring their team to achieve their best.

Actively recognises the successes and achievements of others, acknowledging them in creative ways.
	E
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I

	We RESPECT all communities, they are the heart of everything we do

	1. Ensures that they and others value the diversity of all people they work with and takes this into account in developing the service.  

Makes changes in the team to improve customer service and to improve customer satisfaction.
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	Additional Requirements
	(Examples provided below) 

A requirement to work evenings as required and to work at weekends with appropriate notice. 
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