Job Description

	JOB TITLE:
	Scrutiny Officer

	GRADE:
	Grade K

	POST NUMBER:
	

	DIRECTORATE:
	Chief Executive’s Office

	SERVICE:
	Democratic Services

	RESPONSIBLE TO	:
	Principal Scrutiny Officer

	RESPONSIBLE FOR:
	None

	


	This post does not require a DBS check

This post is not politically restricted

	JOB SUMMARY:	
	To support the Statutory Scrutiny Officer, Head of Scrutiny and the Principal Scrutiny Officer in delivering a comprehensive, innovative, high-quality, and effective Scrutiny function which always strives to be seen as showing best practice across the country.

To understand and keep abreast of the full range of complex national, regional, local policy/statutory context and maintain an excellent understanding of the council’s, its partners’ and the borough’s key challenges, strategies and priorities.

To keep up to date with the scrutiny field building contacts with other authorities and sector experts to bring innovation and new ideas into the service.

Whilst supporting the Scrutiny function more widely, to also take direct lead responsibility for working with and managing specific Scrutiny Lead Members, Committees/Sub-Committees and task groups as required by the Head of Scrutiny/Principal Scrutiny Officer and ensure your allocated committees, task groups and reviews are seen through from inception to conclusion, are effective and of high value, bringing in all relevant participants.

This will involve working closely with the Council’s senior leadership, partners, the local community/businesses and the wider public sector. This often means personally leading meetings, discussions and debates with these important individuals and organisations to promote the role of scrutiny, its role as ‘critical friend’ and to support a shared focus on delivering priority outcomes for communities and residents and continual learning and improvements for the council and partners.

Provide leadership to your allocated committees, scrutiny leads and task groups by; managing meetings and workplans to make best use of time and facilities, providing clear and accurate constitutional and statutory guidance, undertaking research/analysis and investigation and reporting back to Members in high-quality reports and presentations, facilitating focussed discussions and debates leading to clear outcomes and at the end of the process, producing good-quality and challenging final reports with clear recommendations to improve services for local people and support the Council’s strategic plan. 

There must also be active promotion of public and other external participation constantly exploring new ways of overcoming barriers to accessibility and participation. 

All of the above requires working to strict deadlines whilst navigating challenging political issues using self-motivation and managing complex and competing workloads. 

In all areas you will use innovation and experiment and not just rely on previous methods always looking to find improvements to make the service more effective and valuable to Members and the Council, creating a best possible service. 

	ROLE REQUIREMENTS:
	

	1. 
	To assist the Statutory Scrutiny Officer, Head of Scrutiny and the Principal Scrutiny Officer in the development and provision of an effective, quality scrutiny function taking account of best practice from London and wider Scrutiny networks.

Taking initiative to research and present your own ideas and proposals for improvement at all times. 

	2. 
	To advise on and help plan and co-ordinate the development and delivery of a Member-led creative, challenging scrutiny programme. 

	3. 
	To take responsibility for managing the work of Scrutiny Committees/Sub-Committees and Lead Members as appropriate including agreeing workplans, developing committee agendas, writing reports and overseeing task groups and research projects.

	4. 
	To work closely with members of the Overview and Scrutiny Committee and Scrutiny Sub-Committees and other backbench councillors, providing advice and research support, undertaking project management and drafting reports.

To be the lead contact and support for allocated Scrutiny Chairs and Leads offering expert advice and support to identify risks and opportunities building their ambition and devising the most effective means to achieve their goals. 

	5. 
	To take the initiative to drive forward the work programme of allocated Committees/Lead Members. By using innovation not being afraid to experiment continuously work to create the best possible service and most effective outcomes.

	6. 
	By providing strong, in-depth analysis of complex issues, policy, best practice etc. across a wide range of subject areas, help Members fully explore service provision and develop effective recommendations for improvement. 

	7. 
	To produce high quality research and information, performance and data analysis and present information verbally or in writing to a wide range of participants and types of events/meetings.  

	8. 
	To lead and manage the often complex and detailed work of allocated Scrutiny Committees and Task Groups including:
· scoping the work in line with research and Member requirements, including setting objectives, identifying sources of information, external advisors and co-optees, defining a timetable
· encouraging wide participation
· holding fact-finding sessions with council employees, the public and representatives of outside organisations
· undertaking research specific to the project e.g. on the local dimension, the national policy context, best practice
· Organising consultations, focus groups and other engagement to develop the required knowledge and understanding for the project 
· Drafting and presenting research and consultation results in a clear and concise manner.
· engaging with partners
· monitoring effectiveness, clarifying problems and recommendations and assessing alternative innovative options and solutions
· overseeing and/or drafting reports and recommendations of a good quality with challenging final reports including clear recommendations to improve services for local people and support the Council’s strategic goals.
· project managing delivery and any allocated resources

	9. 
	To research best practice in other Councils and the wider sector in order to inform scrutiny work and to actively engage with the London Scrutiny Network and other sector organisations as required.

	10. 
	To maintain an understanding of policy in national, regional and local service context in general along with an excellent, detailed knowledge of areas relevant to the remit of the Council’s scrutiny committees and actively encourage Scrutiny Chairs and Committees to apply them to their work.

	11. 
	To present information to different audiences in a variety of ways including formal reports, briefings and formal and informal presentations. Including at short notice and with limited supervision.

	12. 
	Be a champion of participation in scrutiny, exploring innovative ideas to engage with individuals, community groups, third sector organisations and partners and maintain positive dialogue to encourage participation.

	13. 
	To deputise for the Principal Scrutiny Officer as required and to generally represent the Scrutiny Function at internal and external meetings and events with partners, across London and the sector either individually or as part of the team. 

	14. 
	Any other duties commensurate with the grade of the post

	CORPORATE RESPONSIBILITIES
	

	15. 
	To work closely with corporate leaders whilst also providing challenge back where necessary to champion the role of Scrutiny and ensure it is effectively engaged with by the Council at all levels. This will include reporting and presenting to the Corporate Management Team, directorate and other internal boards and meetings.

	16. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	17. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	18. 
	Promote equality of access to the scrutiny service and equality of opportunity among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups, our diverse communities and all residents.

	19. 
	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.

	20. 
	Represent the Council’s Scrutiny Function at internal and external events including with partners or within the wider sector.

	21. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	PEOPLE
	

	22. 
	To provide advice on scrutiny to individuals, community groups, third sector organisations and partners in order to ensure a good understanding of the importance of Scrutiny.

	23. 
	To actively promote the work of Scrutiny in the community and with partners/organisations, encouraging effective engagement and participation in scrutiny activity through a range of mechanisms.

	24. 
	To maintain regular dialogue with Directorates to ensure they are kept informed of the work of Scrutiny and are aware of their responsibilities in relation to the scrutiny work programme where relevant to the post holders areas of responsibility.

	25. 
	To work with officers at all levels across the Council, including at the most senior level, to maintain a positive dialogue that supports effective scrutiny.

	26. 
	Identify and then support external experts working on specific scrutiny task groups, projects and similar work. 

	27. 
	To support allocated Scrutiny Members in their personal development, identifying and organising training relevant to their needs. 

	SERVICE
	

	28. 
	Support the Head of Scrutiny and Principal Scrutiny Officer in maintaining a high-quality scrutiny service making use of knowledge of best practice from across the sector. 

	PERFORMANCE
	

	29. 
	Successfully manage a varied and high-pressure workload to meet required performance targets within the service.

	30. 
	Produce reports, briefings and presentations for Members, meetings and Committees of a good quality and to the required deadlines.

	31. 
	To manage the work programme for specific Committees/Scrutiny Leads and ensure information and reports is presented in a timely fashion.

	32. 
	Maintain a good knowledge base of service delivery, issues and policy relevant to the Scrutiny function.






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. 

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.

This post requires attendance at regular evening meetings (likely around two a month but on occasion can be more), occasionally at short notice, and may also require attendance at occasional weekend events in support of the scrutiny function. There may also be occasional meetings and events at locations around London or further afield where the postholder will be attending and presenting on behalf of the Scrutiny Service.


To undertake additional duties that may arise from time to time commensurate with the grade of the post.





Person Specification
	
Person Specification for the Post of Scrutiny Officer

Applicants only need to address criteria marked ‘A’ in their application.
	
Essential (E)
or
Desirable (D) (if applicable)

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

	Knowledge


	1. A good understanding of the functions of local government and of the roles of Members and officers in particular in relation to the Executive and Scrutiny.

2. A good understanding of national and local statutory, policy and regulatory frameworks.

3. Knowledge of the key issues facing local authorities and of developing policy, best practice and other developments affecting local government.

4. Knowledge and awareness of the issues involved when working within a diverse community and how to ensure effective engagement from all those communities.

5. A good understanding of the how to operate effectively within a Scrutiny function in the Executive decision-making model.
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	Qualifications
& Experience
	1. Educated to degree level or able to demonstrate equivalent experience.

2. Completion of relevant Scrutiny specific training courses (for example through CfGS, ADSO or similar).

3. Demonstrable practical experience of working in a scrutiny role providing support to Committees and task groups and advice to Councillors and peers, in such matters as policy/regulation or legislation.

4. Experience of preparing and presenting reports, presentations and briefings to senior officers, Members and partners using clear and effective language.

5. Experience of working with and developing effective working relationships with senior figures within an organisation. 

6. Experience of using initiative and innovation to improve the work of a Scrutiny Committee.

7. Experience of working in a high-pressure environment managing competing demands and ensuring all projects are completed within required timescales.
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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

	Building Relationships
I seek opportunities to build positive relationships with people from other teams and partners.

Collaborating
I share information and engage others in a timely way to achieve the best outcomes
	

E






E
	

I






I

	We are OPEN and transparent

	Communicating Clearly 
I think about the people I communicate with and I adjust my style accordingly.

Being Approachable
I am approachable and I actively seek feedback from others to improve how I and others do things.
	

E





E
	

I





I

	We are WILLING to challenge, innovate and be accountable

	Being Accountable
I take accountability for delivering my own work and I set challenging goals for myself.

Personal Development
I look for ways to continuously improve and develop within my role.
	

E






E
	

I






I

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

	Being Empowered
I take initiative to improve outcomes because I can explain the difference it will make.
	

E
	

I

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

	Respecting Diversity and Being Inclusive
I am open-minded and I appreciate alternative cultural perspectives. I take these into account when delivering services.
	


E
	


I


	Additional Requirements
	I am able to attend regular evening meetings, sometimes at short notice, alongside very occasional weekend events.
	E
	I
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