[Title]
Job Description


	JOB TITLE:
	Political Advisor to a Party Group [on the Council]

	GRADE:
	J

	POST NUMBER:
	A040700913

	DIRECTORATE:
	Governance

	SERVICE:
	Democratic Services

	RESPONSIBLE TO	:
	Corporate Head of Democratic and Governance Services and the Leader of the Majority Group

	RESPONSIBLE FOR:
	N/A

	


	DBS not required
This post is politically restricted

	JOB SUMMARY:	
	
1. To provide research, information, scrutiny and support services, as required by your Group on the Council. 
2. To service directly all meetings of the group and its subordinate bodies.
3. To work creatively and sensitively in developing and supporting group policy and initiatives.
4. To manage the political office and the interface between the political group and the officer structure.
5. To effectively engage with senior internal and external stakeholders to support the Group’s aims and ambitions. 
6. To facilitate constructive relationships between Members and officers.
7. To work effectively with other Group Advisors and the Mayor’s Political Advisor to support the functions of the Council. 



	ROLE REQUIREMENTS:
	

	1. 
	To provide support for party group meetings and meetings of related bodies. Including preparing agendas, reports and taking minutes/action notes as appropriate.

	2. 
	To attend and service these meetings giving advice to Members on policy and procedural matters and to undertake follow-up work as required.

	3. 
	To assist group officers in the execution of their duties.

	4. 
	To be responsible for monitoring the implementation of group decisions and providing a ‘report back’ system as required including ensuring that key actions are progressed and information disseminated to group members.

	5. 
	To manage the Group political office and the interface between the political group and the officer structure representing views of the group at meetings, as required, including to senior internal and external stakeholders.

	6. 
	To keep abreast of new legislation and political developments of a national, regional and local nature and to gather, analyse and interpret information from external sources, presenting, advising and reporting as necessary to  Members’ of the group.

	7. 
	To advise and support the group in initiating and developing political strategy and policies, including arranging and facilitating training and seminars.

	8. 
	To develop and maintain an effective information management system, using ICT and other available resources.

	9. 
	To liaise with the media in consultation with the Group Leader representing the views of the Group including the issues of press releases etc. on behalf of the group or Leader (in group matters).

	10. 
	To deal with nominations to outside bodies (where required).

	11. 
	To support and facilitate Member learning and development for the group including attendance at conferences and external events as required.


	CORPORATE RESPONSIBILITIES
	

	12. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	13. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	14. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	15. 
	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.

	16. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	17. 
	Take an active part in monitoring and supporting the Council’s Constitutional governance and Member Development arrangements including engagement in forums and boards offering solutions to complex challenges as necessary.

	PEOPLE
	

	18. 
	To work with all Members of the Group, as required, on all role requirements. 


	19. 
	To act as a key point of liaison between the group leadership and council officers (including the Chief Executive, Corporate Directors, Directors and Heads of Service) in order to facilitate the conduct of the Council’s business.


	20. 
	To support Group Members to effectively engage with senior stakeholders (including Government Envoys).


	21. 
	To liaise with external agencies, other authorities, Members of Parliament, GLA Members, political parties, Members of the Council, members of the public etc. on matters relevant to the group and its policies.


	22. 
	To liaise with the media in consultation with the Leader representing the views of the Group including the issues of press releases etc. on behalf of the group or Leader (in group matters).


	23. 
	To develop effective working relationships with other Group Advisors and the Mayor’s Political Advisor to facilitate the effective support of councillors and functions of the Council.


	FINANCE
	

	24. 
	To manage any budget allocated to the group office.

	SERVICE
	

	25. 
	To help ensure the efficient and effective running of the Council’s democratic and decision-making arrangements with specific reference to the work of the majority group and its Members.

	PERFORMANCE
	

	26. 
	Specific targets and work areas will be set by the political group as required.





OTHER CONDITIONS: 


You must support the goals and aspirations of the Party Group.

Willingness to regularly work outside of contracted hours in the evenings and ability to work at weekends subject to notice. 

To comply with the requirements relating to political restrictions for this role.

[image: ]
To undertake additional duties that may arise from time to time commensurate with the grade of the post.
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Political Advisor to the Majority Group – JD and Person Spec
	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. Good understanding of the functions of local government and of the roles of Members and officers.
2. Knowledge of the key issues facing local government and an understanding of local and national party policy  
3. Knowledge of a local authority’s internal management arrangements including budgetary processes. 
	E




E





D
	A, I, T




A, I





A, I

	Qualifications
& Experience
	4. A degree or equivalent professional qualification or experience.
5. Experience of working in a party-political environment providing direct support to elected Members, preferably within local government.
6. Experience of working with members and senior officers.
7. Experience of working with the media in the preparation and distribution of press releases.
8. An understanding of the aims and objectives of the Party Group.
9. Broad based administrative experience acquired through paid employment, voluntary work or academic study.
Experience of preparing and presenting reports and other documents in a clear and succinct manner to senior officers and members.
	E


D





D


E




E



E





D
	A


A, I





A, I


A, I, T




A, I



A





A, I, T

	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

	· Seeks opportunities to build positive relationships with people from other teams and partners.
	E
	I

	We are OPEN and transparent

	· Approachable and actively seeks feedback from others to improve how they do things.

· Uses effective listening and questioning techniques to understand the needs of others and act accordingly.
	E




E
	I




I

	We are WILLING to challenge, innovate and be accountable

	· Takes accountability for delivering own work, setting challenging goals for self.
	E
	I

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

	· Takes the initiative to improve outcomes because they can explain the difference they have made.
	E
	I

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

	· Open-minded and appreciates alternative cultural perspectives, taking it into account when delivering service.
	E
	I

	Additional Requirements
	
1. Willingness to regularly work outside of contracted hours in the evenings and ability to work at weekends subject to notice.

2. To comply with the requirements relating to political restrictions for this role.

	

E






E
	

A






A
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