
POST:


Democratic Services Officer
H
DIVISION:

Legal and Democratic Services
SECTION:

Democratic Services
How assessed:
AF – Application Form, I – Interview, T – Test

	PERSONAL ATTRIBUTES


	Essential (E)

Or

Desirable (D)
	Method

Of Assessment

	QUALIFICATIONS/TRAINING
Educated to GCSE/O’ Level Standard including English Language

Graduate of ICSA or Association of Democratic Services Officers

European Computer Driving Licence
	(E)

(D)

(D)
	AF/Certificate

AF/Certificate

AF/Certificate



	EXPERIENCE

Relevant local government experience

Relevant experience in a committee services/democratic services environment, including the preparation of agenda, reports and Minutes

Previously used a committee management system to manage agenda preparation

Previously used ICT system to live stream meetings


	(D)

(E)

(D)

(D)
	AF/I

AF/I

AF/I

AF / I

	SKILLS/KNOWLEDGE/APTITUDES

Sound working knowledge and understanding of local authority political management structures and procedures, including the roles of elected members

Knowledge of local government law, particularly in relation to meetings, decision making, constitutional and job specific areas

Proficient in the use of ICT systems including the ability to use Word, e-mail, Internet, Adobe Acrobat

Ability to write concise, accurate minutes and reports

Excellent written, oral and interpersonal skills

Ability to work as part of a team or on own initiative

Ability to work to tight deadlines, under pressure

Political awareness and sensitivity


	(E)

(E)

(E)

(E)

(E)

(E)

(E)

(E)


	AF/I

AF / I
AF/I

AF/I

AF / I
AF/I

AF/I/T

AF / I



	PERSONAL ATTRIBUTES


	Essential (E)

Or

Desirable (D)
	Method

Of Assessment

	SPECIAL REQUIREMENTS
Ability to maintain a high level of discretion and maintain confidentiality in all aspects of the role.
Ability to attend evening meetings (provided for within the grade and recognised in flexi scheme)

Full driving licence and access to a vehicle (casual car user allowance payable)


	(E)

(E)

(E)
	AF/I

AF/I

AF / I
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