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JOB DESCRIPTION

CHIEF LEGAL AND DEMOCRATIC SERVICES OFFICER- (MONITORING OFFICER)

SALARY – HAY 3

JOB PURPOSE 

	Reporting to the Executive Director, Corporate Services and Commercial, the Chief Legal and Democratic Services Officer is the council's principal legal advisor and will provide strategic and professional advice on legal, constitutional and corporate governance issues. The Chief Legal and Democratic Services Officer is also the council's statutory Monitoring Officer, ensuring that the council, its officers and elected members act lawfully, and that the council has an ethical framework to maintain high standards of conduct and good governance. 

This is a strategic leadership role responsible for driving continuous improvement and culture change to deliver the priorities of the council and leading and managing a complex and strategic collection of technical functions. 

The functions within the Chief Legal and Democratic Services Officers portfolio of responsibilities include: 
▪ Legal Services  
▪ Democratic and Member Services 
▪ Elections 
▪ Coroners and Registrars Service 

The Chief Legal and Democratic Services Officer is part of the leadership team of the Corporate Services Directorate and the wider strategic leadership team of the council. 

This role is fundamental in supporting elected members, the Chief Executive, the Executive Management Team and the Executive Director Corporate Services and Commercial in delivering the council's strategic vision and priorities. 










	JOB SPECIFIC



PRINCIPAL RESPONSIBILITIES  

	
Provide strategic, decisive, influential leadership and direction to the Legal and Democratic Service to ensure the combined efforts of internal resources and strategic partner organisations and stakeholders deliver strategic priorities. 

Lead the council's legal and democratic services strategic development to ensure delivery of high quality, best practice and value for money services. 

Provide advice and guidance to elected members and senior managers on the implications of new legislation and policies including any major external and internal drivers for change.

Lead on the delivery of modern, effective and transparent decision-making processes and governance arrangements that ensures elected members are supported in undertaking their roles. 

Ensure the responsible operation of the council's constitution, making sure it is kept up to date and fit for purpose. Identify and progress the need for any changes required because of new legislation, case law, government and other guidance and emerging best practice including the preparation and presentation of reports to the relevant Member bodies.

Act as the Council’s Senior Responsible Officer for the purposes of the Regulation of Investigatory Powers Act 2000 

Lead the Provision of member training and development

Hold responsibility for the council’s audit and governance committee (this includes the council’s whistleblowing policy)

Lead the Provision of all mayoral services 

Provide the leadership and management of the elections team and provide support to the nominated returning officer for the council in the administration of parish and town council, local and national elections in accordance with electoral commission guidance

Within the service, lead the implementation of transformation of the service and develop a business model and workforce that is responsive to new ways of working and changing priorities and needs. 

As Deputy Senior Information Risk Officer and a member of the council’s Information Management Group, ensure the council has a clear information governance framework in place to comply with relevant legislation and regulations. 

Ensure council owned companies are properly constituted, monitored and report to members as appropriate. Ensure elected members receive appropriate advice to enable them to fulfil their respective roles as owners, shareholders and directors. 

Within the service ensure the delivery of high quality, value for money services within the budgetary parameters, ensuring the efficient management of all resources within budget. 

Contribute to the effective development of the leadership of the council to ensure high calibre, motivated, effective and empowered leaders of the future. 

Deputise for Executive Director Corporate Services and Commercial and other senior colleagues when required. 






















PERSON SPECIFICATION

OVERARCHING ESSENTIAL CRITERIA- ALL CRITERIA ARE ESSENTIAL

	Qualifications 

	
Honours degree level qualification or equivalent experience and Admitted Solicitor or Barrister (England and Wales) with a current practicing certificate. 

Relevant professional/management qualification or equivalent experience. 


	Experience 

	
Extensive leadership and delivery of major operational services within a large, complex and diverse organisation. 

Comprehensive experience, knowledge and understanding of the operation, activities and objectives of legal and democratic services. 

Comprehensive experience of working at strategic level within and to the financial policy’s, financial regulations, standing orders and procedures of a large organisation. 

Leadership of strategic change and continuous improvement programmes with a track record of successful implementation. 

Significant experience and understanding of partnership working and managing external relationships. 

Successful development of strategic solutions and outcomes to meet statutory requirements, regulations, improved service standards and in response to existing and emerging priorities.

Essential knowledge, skills & abilities

Extensive knowledge and understanding of the legal and regulatory framework within which the council operates.

Extensive understanding of the role of Monitoring Officer for the council.

Ability to lead, manage and motivate services/teams in a challenging and changing environment.

Excellent understanding of the political context at a local, regional and national level and the ability to operate sensitively and efficiently within a political environment.

Strategic and analytical thinking skills to provide creative and fit for purpose solutions to problems within the area of responsibility.

Ability to work collaboratively, as part of the strategic leadership group, and take shared
responsibility for organisational performance.

Ability to build, maintain and influence effective working relationships both internally and externally with key stakeholders and partners.

Ability to provide strategic direction within the area of responsibility in a climate of reducing financial resources.



Skill and Attitude and Value Based Criteria 

1	Sefton’s Vision and promise sets out how we as a Council want to work with each other and with our communities and our partners, to make Sefton a great place to be.
2	Personal responsibility to support the delivery of the vision and consistently demonstrate the behaviours and values expressed in the Promise and Leadership requirements. 
3	Have the necessary political knowledge, skills and abilities needed to operate effectively in a political environment.
4	Develop, lead, participate and collaborate in effective partnership across organisations and sectors. 
5	Focus on outcomes, break down service/professional barriers and facilitate One Council delivery.
6	Demonstrate exceptional personal resilience.
7	Create and sustain enabling and open relationships.
8	Create the most effective environment for innovation, learning and performance.
9	Lead change and empower the whole Council to effectively manage complexity, ambiguity and risk. 

LEADERSHIP

Must demonstrate the following leadership competencies:
 
· Provide clear vision and direction. 
· Lead and manage change. 
· Plan strategically. 
· Lead people and performance. 
· Work corporately as well as collaboratively with partners. 
· Communicate effectively. 
· Focus on excellence. 
· Develop self and others. 

BEHAVIOURS

Must demonstrate the following behaviours:

· Provide support with a view to improving quality. 
· Provide appropriate and constructive challenge. 
· Create a culture that looks for understanding and solutions. 
· Visibly and positively respect and value staff. 
· Communicate a consistent and clear message throughout the Council and with partners. 
· Respect, listen to and value others’ views.
· Maintain a customer focus with a relentless pursuit of excellent outcomes. 
· Have collective integrity and responsibility. 
· Endeavour to improve outcomes for the communities of Sefton


STRATEGIC SERVICE

Provide strategic direction and decision making.  Understand the impact of change driven by national agendas and adapt services to meet these changes as required. 
MANAGING CHANGE
	
Develop and promote initiatives to improve the quality and efficiency of children’s social care.  Contribute to the delivery of the Sefton 2030 vision Framework for change.  

PARTNERSHIPS

Manage relationships with partners to deliver the highest standards of service.  
Actively promote Regional and National networks to foster relationships.  

GENERAL:
Assistant Directors will:

· Lead Council-wide officer and partner groups as required;
· Act as the Emergency Duty Co-ordinator, on a rota basis, for the Council’s Emergency Planning processes and to attend training as required;
· Represent the Council on key Civic events as required including Remembrance Services;
· Represent the Council at partner events as required.

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.  For further information, please refer to DBS filtering guidance at www.gov.uk/dbs. 

In accordance with the Local Democracy, Economic Development and Construction Act 2009, this post has been politically restricted.  This is due to the sensitive nature of this post (giving advice on a regular basis to the authority itself, to any committee or sub-committee of the authority or to any joint committee on which the authority is represented; speaking on behalf of the authority on a regular basis to journalists or broadcasters).


This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.  The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

In addition to his/her principal duties the post holder will be expected to contribute more widely to the overall development of the Service and the Council and will be required to contribute to the Out of Hours Service.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Note: 	Where the post-holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  

Prepared by:	Stephan Van Arendsen	
Designation:	Executive Director Corporate Service and Commercial
Date:	 		4 October 2024	
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