SURREY HEATH BOROUGH COUNCIL

JOB DESCRIPTION

	Directorate:	Corporate Services
	Job Title: Senior Democratic Services Officer

	Reports to:	Democratic Services Manager
	Post Number: ECR XXX



MAIN PURPOSE OF JOB

	· As part of a team

· to facilitate the effective and efficient operation of the decision-making arrangements and scrutiny processes of the Council;
· to prepare and maintain the Register of Electors and assist with the delivery of  Parliamentary, Borough Council, Parish Council and other elections and referendums;
· to be involved with the training and development of Members; and
· to provide support to all Councillors.



RELATIONSHIPS

	Supervisory Responsibility: 
Casual staff employed on elections and electoral registration 

Important Internal Relationships:
Members and Mayor  
Chief Executive
Monitoring Officer
Electoral Registration Officer and Returning Officer
Executive Head of Corporate Services and Corporate Management Team

Important External Relationships:
Government organisations
Parish Councils in the Surrey Heath Borough area 
Other Councils
All electors 
Members of the public



MAIN RESPONSIBILITIES/DUTIES

	Knowledge & Expertise
· To manage, as allocated, the business of the established bodies of the Council, joint committees and partnership bodies, including preparation of forward plans, the preparation and publishing of agendas and the recording of decisions taken by those bodies.
· To assist with the training and development of Members. 
· To develop professional relationships with Members.
· To contribute to keeping the Council’s Constitution and its procedure rules, codes and protocols under review and up-to-date.
· To be proficient with and to use the Committee Management System to its full potential.
· To be responsible for all allocated activities leading up to, during, and after elections, referendums and/or other polls.
· To keep the Register of Electors up-to-date and to contribute to the conduct of the annual HEF canvass.



	Leadership, including management and supervisory responsibilities
· To encourage and support a culture of working together with internal staff and Members, external partners and stakeholders and to provide a unified approach.
· To supervise casual staff employed on elections and electoral registration. 
· Be a positive ambassador for the Council.



	Financial Accountability
· To order goods and services and approve invoices up to the authorised expenditure limit.



	Initiative and Independent Action
· To provide proactive support, guidance, procedural and Constitutional advice to Chairmen, and other members as appropriate.
· To identify opportunities for continuous service improvement.



	Planning, Organising and Prioritising
· To manage the business of the allocated bodies of the Council and its partners to meet deadlines.
· To prioritise own workloads within the allocated areas. 
· To plan and organise training programmes for elections staff and Members.



	Communication
· To contribute to effective communication and encourage close working relationships with staff and Members across the Council.
· To make presentations and lead seminars on matters relating to the democratic and electoral processes.
· To be able to influence and convince others in a positive way to ensure the effective management of the democratic processes. 
· To support a culture within the Service which contributes to the Council’s purpose, aims and values.



	Customer Service
· To build and maintain effective services and relationships with a broad range of customers, including Members, Officers, Electoral staff and the electorate.



	Health and Safety
· To ensure the health and safety of users of the Council’s services and employees in line with statutory requirements and within Council’s Policy.



	General
· [bookmark: _GoBack]To deputise for the Democratic Services Manager as required.
· To attend regular evening meetings outside normal working hours and additional hours, including evenings and weekends, during any election period.
· To undertake other roles, responsibilities and duties commensurate with the level and expectations of this post which may be required from time to time.
· This post is politically restricted under Section 2 of the Local Government and Housing act 1989.



