
[image: image1.wmf]
OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Constitutional Services Officer

	Directorate:  
	Performance, Services & Capacity
	Division/Section: 

	Legal & Democratic Services

	Grade:  

	Grade 6 (SCP 28 – 33)
	JE Reference:
	9202


	Job Purpose:
To provide and develop the political administrative arrangements for the co-ordination and delivery of the Council’s formal decision making process, including reviewing, amending and updating policies and procedures.  To service meetings of the Cabinet, Standards Committee, District Executives, Regulatory Committees, Scrutiny Committees and Appeals Committees, together with a variety of partnership bodies and Trusts, including the Town Centre Partnership.
To provide legal and procedural advice to Members, Officers, the public and external clients, ensuring effective operation of the Council’s decision making system and compliance with the Council’s Constitution and legislative requirements.
To administrate School Admission and Exclusion Appeals.



	Key Tasks:

1. To manage the business of designated Committees and other bodies, as the principal adviser, to ensure that business is carried out efficiently and effectively.  This includes meetings of the Standards Committee, District Partnerships, Regulatory Committees, Scrutiny Committees, Appeals Committees and occasional meetings of the Cabinet.  Servicing includes agenda preparation and dispatch, liaison with Committee Chairs and Chief and Senior Officers, attendance at meetings and briefing sessions, preparation of minutes and action sheets, associated follow-up work and monitoring of action and outstanding matters.

2. To be responsible for supporting and servicing a variety of partnership bodies and Trusts, associated bodies/companies.
3. To administrate School Admission, In year Transfers and Exclusion Appeals.
4. To provide Constitutional and decision making advice to Elected Members and Officers of the Council in relation to the Council’s decision making process.
5. To ensure meetings are conducted in accordance with constitutional arrangements and statutory requirements and to provide advice to Elected Members, Chief and other Officers of the Council and members of the public accordingly, including advice on declarations of interest.

6. To organise and attend briefings with Committee Chairs, Vice Chairs and Officers of the Council and to arrange site visits as required.

7. To respond fully to enquiries from members of the public, Elected Members and Officers and partner organisations and ensure that issues are dealt with promptly and effectively.

8. To assist in the preparation of timely and appropriate responses to Ombudsman investigations.
9. To assist in the preparation of responses to internal appeals under Freedom of Information legislation.

10. To maintain statutory and non-statutory registers/records as directed by the Council’s Monitoring Officer, in particular, the Register of Members’ Interests, Members’ Register of Gifts and Hospitality and Register of Appointments to outside bodies and ensure they are kept up to date and made available for public inspection.

11. Under the direction of a senior member of the team, to undertake detailed and specific project work, including research and information gathering as appropriate.

12. To prepare detailed Committee reports relevant to the functions delegated to the post.
13. To be involved with and contribute to the introduction and development of new initiatives, procedures and working methods relating the activities and work of the Section, including the development of the website and maintenance of electronic decision recording systems.




	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To uphold and implement policies and procedures of the Council and Directorate including customer care, data protection and health and safety policies.

3. To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures. 

4. Undertake any additional duties commensurate with the level of the post.




	Contacts:

Elected Members of Oldham MBC and Greater Manchester constituent district authorities, Members of Parliament, Chief and other Officers of Oldham MBC and Greater Manchester constituent district authorities, members of the public, key stakeholders and partner organisations, Government Departments and other Local Authorities, agencies and organisations.




	Relationship To Other Posts In The Department:

Responsible to:  Principal Constitutional Services Officer/Head of Service
Responsible for: None



	Special Conditions:

Time off in lieu will be given for attendance at evening meetings



	
	DATE
	NAME
	POST TITLE

	Prepared
	November 2003
	Karen Mellor
	Head of Constitutional Services

	Reviewed
	April 2005
	Karen Mellor
	Head of Constitutional Services

	Reviewed
	August 2009
	Paul Entwistle
	Acting Borough Solicitor

	Reviewed
	September 2010
	Liz Frier
	Head of Constitutional Services

	Reviewed
	June 2013
	Liz Frier
	Head of Constitutional Services 

	Reviewed
	August 2017
	Liz Frier
	Head of Constitutional Services
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PERSON SPECIFICATION

Job Title:  Constitutional Services Officer 
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Relevant degree, for example Public Administration or Law, or equivalent 

	Working towards the ADSO Qualification (Association of Democratic Service Officers)
	Certificate
(to bring to interview)



	Experience


	Experience of dealing with the public in a customer service role
Experience of managing the business of Committees and other bodies to ensure that business is carried out efficiently and effectively 

Experience of providing professional support to Members by the way of servicing meetings and accurately recording decisions made

Experience of using information technology in an administrative capacity, particularly for word processing


	
	AF / I
AF / I / T
AF / I

AF / I


	Skills & Abilities


	Organisational skills to work under pressure to potentially conflicting  deadlines, through working on own initiative
Teamwork skills to ensure the work is consistently completed to service quality standards, deadlines are achieved and learning opportunities are shared across the team

Written communication skills to compose formal minutes appropriate to senior audiences
Interpersonal skills to develop and maintain working relationships with Elected Members, Officers and external partner organisations

Research skills to investigate and gather information 

Able to demonstrate political awareness, discretion and diplomacy 


	
	AF / I
AF / I

AF / I

AF / I

AF / I

AF / I



	Knowledge


	Extensive knowledge of the legislation and conventions which govern work in committee administration enabling professional advice and support to be given to Members on these matters


	An understanding and knowledge of the workings of local government and including its legal, financial, social and political context, political processes and the current issues faced in a multi-cultural area


	AF / I / T
AF / I

	Work Circumstances


	Able to travel to different sites across the Borough

Regularly attend evening meetings for which time off in lieu (TOIL) will be given

	
	Interview

Interview




Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; P = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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