

SURREY HEATH BOROUGH COUNCIL

PERSON SPECIFICATION & COMPETENCY FRAMEWORK
(desired behaviours & outcomes)

Please note:	The criteria specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you.

	
Service: Corporate 
	
Job Title:  Senior Democratic Services Officer

	
[bookmark: _GoBack]Team: Democratic Services

	
Post Number:  ECRXXX





	
KNOWLEDGE & EXPERTISE (including qualifications/education, training, experience, skills, ability and knowledge):



ESSENTIAL:
· A level qualification or equivalent.
· Demonstrable recent practical experience working in democratic services or electoral services environment.
· Ability to work under a high degree of pressure including meeting unpredictable deadlines and dealing with conflicting demands.
· Ability to communicate in a variety of styles, including the production of reports and other forms of communication materials.
· Effective use of IT and knowledge of standard software.
· Excellent written and oral communication and inter-personal skills.
· Good organisational skills and ability to deal with unforeseen and urgent demands.
· Good research and analytical skills.
· Proven planning and project management skills.
· Ability to work accurately with financial information and statistics.
· Ability to provide clear and concise advice at meetings.

DESIRABLE:
· AEA or ADSO Certificate.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
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RELATIONS WITH PEOPLE (internal & external) (including Communication and Customer Service):

ESSENTIAL:
· To present a professional and competent image at all times.
· Ability to express ideas or facts clearly and to persuade and influence people (including staff and members) at all levels.
· To be approachable and to earn respect from staff, Members, customers, stakeholders and other outside bodies.
· Good political awareness and sensitivity.
· Excellent team player with a flexible approach and ‘can do’ attitude.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
E :   exercise)

I
A/I

A/I
A
A/I




	
CREATIVITY AND INNOVATION:


ESSENTIAL:
· Ability to effectively problem-solve. 
· Ability to foster a positive learning culture where all are committed to continuously improve and develop the service.
· Ability to make frequent decisions and exercise initiative independently.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)

A/I
A

A/I




	
FINANCIAL ACCOUNTABILITY:


ESSENTIAL:
· Approval of expenditure up to the authorised limit.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)

A




	
IMPACT UPON THE ORGANISATION AND THE COMMUNITY:


ESSENTIAL:
· Experience of effective partnership working with internal and external stakeholders. 
· Ability to form positive links with the community.
· Excellent interpersonal skills with the ability to build rapport, display trust and integrity in all areas of the organisation and the community.
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)

A/I

A
A/I





	
LEADERSHIP (including Management and Supervisory Responsibilities):

DESIRABLE:
· Proven ability to allocate work and manage and train casual staff. 
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
A/I




	
INITIATIVE AND INDEPENDENT ACTION:

ESSENTIAL:
· Ability to provide proactive support, guidance, procedural and Constitutional advice to Chairmen, Members and Officers. 
	ASSESSMENT METHOD
(A :   application)
(I  :   interview)
(E :   exercise)
A/I



