


JOB DESCRIPTION


	
JOB TITLE

	
Member Services and Governance Manager

	
GRADE

	
Band 7- 8

	
TEAM

	
Member and Information Governance Services

	
REPORTING TO
 
	
Assistant Director of Legal and Governance

	
RESPONSIBLE FOR

	
Member Services, Governance Support Officer(s) and Chairman’s Secretary. Information Governance oversight. 

	
BASED AT

	
Any FDC site in District but currently based at Fenland Hall


	
PURPOSE OF THE POST

	· To provide strategic leadership, management and continuous improvement of the Council's Member Services and Governance function, ensuring democratic processes, governance arrangements and member support services are delivered effectively, efficiently and in accordance with statutory requirements and corporate priorities.
· To act as the lead officer for the operational delivery of democratic governance services and civic support arrangements, supporting the Council's constitutional framework and promoting high standards of governance and transparency.
· To ensure the effective delivery of council decision-making processes, governance arrangements, member support, and committee administration. The postholder provides professional advice to elected members and senior officers on constitutional and procedural matters while ensuring compliance with statutory requirements.
· To assist the DPO and Information Governance Officer in leading and managing the information governance function.
· To ensure the provision of efficient and effective support to the Elections service in duties relating to elections.
· To assist the Legal Services Team through the provision of efficient and effective support and administrative function.
· In summary, to proactively coordinate effective administrative support to Member Services and Legal Services in addition to the Elections service working in partnership with the supervisors’/team leaders in these respective teams, balancing priorities and refocusing staff work where necessary.



PLEASE NOTE: Fenland District Council is committed to equal opportunities. 

It is the Council’s aim to ensure that no job applicant, employee or service user, will receive less favourable treatment on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. The Council will also not impose any conditions or requirements, which disproportionately disadvantage any group, which cannot be justified in terms of the needs of the job or the service provided. 

Fenland District Council operates a no smoking policy.


MAIN DUTIES AND RESPONSIBILITIES
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	Main duties and responsibilities

	· 
	Manage the administration of Council, Cabinet, Committees, Sub-Committees and other decision-making bodies.

	· 
	To oversee the maintenance, review and development of the Council Constitution, Scheme of Delegation, Procedure Rules and associated governance documentation.

	· 
	To ensure compliance with all statutory requirements relating to Access to Information, decision-making, publication of agendas and reports and public participation arrangements.

	· 
	Ensure agendas, reports, minutes, decisions and the forward plan are published in accordance with legislation and council procedures.

	· 
	Ensure effective use of committee management systems such as Modern.Gov.

	· 
	 To lead the administration and development of the Council's arrangements relating to Members' interests to include the establishment, maintenance, review and publication of Registers of Members' Interests in accordance with statutory requirements and Council procedures.

	· 
	To oversee the recording and publication of declarations of interests made at meetings and ensure appropriate governance records are maintained.

	· 
	To act as the principal operational adviser to elected Members, senior officers and committees on constitutional, procedural and governance matters, escalating complex legal matters as appropriate and acting impartially at all times.

	· 
	To maintain effective collaborative arrangements between Member Services, Elections and Governance functions to ensure delivery of lawful and efficient democratic processes to include the provision of effective support to the Elections service in respect of elections processes (absent voting).

	· 
	To ensure an efficient service, providing administrative support to the Legal Services Team to include; monitoring of statistics, inputting information and production of documentation and ensuring the effective management of the legal files, deeds and documents.

	· 
	To ensure an efficient service, providing corporate governance support regarding the cycle of meetings to enable legal compliance, officer efficiency and high levels of customer service in the provision of information about Council decisions and proceedings to a diverse community.

	· 
	To develop, implement and evaluate a comprehensive Member Development Programme including Member induction, mandatory training, continuing development and governance awareness activities.


	· 
	To lead the Council's civic office function and oversee the planning, organisation and delivery of civic, ceremonial and community engagement events to include overseeing civic budgets, hospitality arrangements, event governance and associated protocols.

	· 
	To ensure effective support is provided to the Chairman of the Council and Vice Chairman in undertaking civic duties to include managing relationships with civic organisations, dignitaries, community groups and partner organisations.

	· 
	To administer and maintain registers relating to gifts and hospitality, dispensation and other ethical governance requirements.

	· 
	To provide line management direction and supervision for the Member Services and Governance Support Officer(s) and Chairman’s Secretary (who are also the FOI Team) managing performance, workloads, budgets and staff development.

	· 
	To ensure the Council meets all statutory publication and transparency requirements relating to elected Members, democratic governance and decision-making, including the timely publication of information required by legislation, regulations and corporate policy.

	· 
	To maintain and oversee the administration of Members' Allowances arrangements, including the maintenance and publication of the approved Members' Allowances Scheme, annual publication of allowances, expenses and other payments in accordance with statutory requirements and Council policy.

	· 
	To administer arrangements relating to the Independent Remuneration Panel, including the appointment process where required, coordination of reviews, provision of information and support to panel members and the implementation and publication of recommendations approved by the Council.

	· 
	To oversee the administration of the Member Code of Conduct and associated standards arrangements. 

	· 
	To support the Monitoring Officer in the management and administration of complaints against Members and to support the effective operation of Standards Committee functions and ethical governance arrangements.

	· 
	To coordinate Independent Person involvement (to include recruitment) and standards processes where required.

	· 
	To support the Council's compliance with its statutory information governance obligations, including but not limited to the UK General Data Protection Regulation, Data Protection Act 2018, Freedom of Information Act 2000, Environmental Information Regulations 2004, Local Government Transparency requirements, records management standards and associated corporate policies and procedures.

	· 
	To promote and support good information governance practices across the Council, ensuring that information is managed lawfully, securely, accurately and transparently in accordance with legislative requirements and corporate standards.

	· 
	To work collaboratively with Information Governance, Legal Services and service managers to support the Council's wider governance framework and ensure that statutory information rights obligations are met.

	· 
	To oversee the day-to-day administration, logging, monitoring and tracking of Freedom of Information Act, Environmental Information Regulations and associated information rights requests received by the Council.

	· 
	To ensure requests are accurately recorded within the Council's case management systems, allocated to appropriate service areas, monitored against statutory deadlines and progressed in accordance with corporate procedures.


	· 
	To produce management information and performance reports relating to information rights requests, escalating delays and potential compliance risks where necessary and supporting the Council in maintaining high standards of statutory compliance and customer service.

	· 
	To support the development, implementation and monitoring of the Council's information asset register, record of processing activity and retention and destruction arrangements.

	· 
	To assist the Assistant Director and Information Governance Officer in the investigation and management of information governance incidents, data breaches and regulatory enquiries.

	· 
	To prepare, implement and monitor annual service plans, priorities and objectives and to meet agreed performance targets and deadlines personally taking responsibility for the achievement of key priorities and tasks.

	· 
	Proactive management of priorities and workloads across the service to ensure key priorities are delivered.

	· 
	To support the Assistant Director in managing service and civic budgets, ensuring effective use of resources and value for money.

	· 
	Flexible, reactive and responsive with the customers key priorities in mind.

	· 
	Manage and facilitate the effective sharing of information across the team to ensure the service is robust, resilient and informed.

	· 
	To identify, manage and mitigate service risks and support corporate risk management arrangements.

	· 
	To lead, motivate, supervise and develop staff within the service, ensuring the development of staff knowledge and resilience and to undertake succession planning to maintain a skilled and flexible workforce capable of meeting evolving service demands.

	· 
	To undertake recruitment, induction, supervision, appraisal, capability management, disciplinary processes, attendance management and workforce planning responsibilities.

	· 
	Promote and contribute to the development of the Council’s ‘One Team’ philosophy and approach to service delivery.

	· 
	To contribute to corporate projects and cross service initiatives as appropriate and in line with the Council’s commitment to a “Customer First” ethos. 
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	Quality and Equality

	· 
	To promote quality and equality within the Council and in the provision of its services. 

	3
	Customer Care

	· 
	To provide excellent customer service to all internal and external customers in line with the Council’s commitment to Customer Service Excellence.

	4
	Other Duties

	· 
	Comply with all the policies and procedures of the Council (e.g. Equal Opportunities, Standing Orders, Financial Regulations, Health and Safety).  Copies of these can be found in the Employees Handbook (which will be amended and reissued should there be any changes) and/or from Human Resources. 

	· 
	To take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions at work, in accordance with Health and Safety at Work etc. Act 1974, associated regulations, and the Council’s health and safety policies and procedures. Employees are expected to follow safe working practices, attend required training, use work equipment appropriately, cooperate with management on health and safety matters, and report hazards, concerns, accidents, incidents and near misses promptly.

	· 
	To undertake such other work as may be required from time to time by the Service Manager, consistent with the duties and grading of the post.

	This job description is not definite or exhaustive but is provided to give the postholder an indication of the range of activities, duties and responsibilities concerned with the employment.





	Any changes to this job description will only be made following consultation with the post holder.

	Prepared By 	
	Received By 	

	
Amy Brown

	

	Date: 28th September 2026
	Date:
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	ABBREVIATIONS

	E
	Essential selection criteria
	IV
	Interview

	D
	Desirable selection criteria
	T
	Test

	H/A
	How Assessed
	C
	Certificate

	AP
	Application Form
	
	



				

	E
	D
	H/A

	Experience
	
	
	

	Significant experience of working within Democratic Services, Governance or Member Services, Local Government.
	
	
	AP/IV

	Knowledge of and good understanding of partnership working for local authorities and other public bodies.
	
	
	AP/IV

	Experience of advising Elected Members and Senior Officers. 
	
	
	AP/IV

	Experience of constitutional and committee governance to include; agenda preparation, minute writing and committee administration.
	
	
	AP/IV

	Knowledge of Local Authority Governance frameworks and legislation.
	
	
	AP/IV

	Experience of managing staff and service delivery to include; empowering others to use their initiative and creativity, nurturing collaborative cross team working to maximise team performance. 
	
	
	AP/IV

	Experience of standards and ethical governance arrangements 
	
	
	AP/IV

	Experience of service improvement and change management 
	
	
	AP/IV

	Experience of information governance functions such as FOI, EIR, records management or data protection.
	
	
	AP/IV

	Skills and abilities
	
	
	

	A high level of interpersonal skills.
	
	
	AP/IV

	Excellent oral and written communication skills including the ability to deliver presentations to all grades of staff.
	
	
	AP/IV

	Supervisory skills.
	
	
	AP/IV

	Well organised approach to work with the ability to meet tight deadlines. 
	
	
	AP/IV

	Tact and political sensitivity.
	
	
	AP/IV

	Report and minute writing skills.
	
	
	AP/IV

	Customer service skills – demonstrable ability to deal responsibly, positively and sensitively to customer needs.
	
	
	AP/IV

	Strong self-motivation and an ability to work with a minimum of supervision to tight deadlines.
	
	
	AP/IV

	Ability to work co-operatively in a team to achieve prescribed objectives.
	
	
	AP/IV

	Ability to organise workload with discretion, tact and integrity.
	
	
	IV

	Behaviours
	
	
	

	Evidence of all level 1 elements of the Council’s core competency framework, i.e.

· Respect and Dignity for all - is open, honest and courteous
· Teamwork and Co-operation - participates as a team member and encourages, enables and supports colleagues
· Effective Communication - communicate effectively with others
· Customer Focus - responds to customer needs
	

	
	
AP
IV

	Knowledge / Education
	
	
	

	Knowledge of core local government legislation relevant to the service to include (but not limited to); Local Government Act 1972, Localism Act 2011, UK GDPR, Data Protection Act 2018, Freedom of Information Act 2000, Environmental 
	
	
	AP/IV

	Knowledge of the core principles underpinning local authority Constitutions, Standing Orders, Codes and Procedures.
	
	
	AP/IV

	Public administration qualification.  
	
	
	AP/C

	Understanding of the “One Team” philosophy and approach to service delivery.
	
	
	AP/IV

	GCSE English and Maths or equivalent.
	
	
	AP/IV/C

	Excellent IT literacy.
	
	
	AP/IV/C

	Other requirements
	
	
	

	Proof of Right to Work in the UK.
	
	
	IV

	The need to work additional hours including evenings and weekends.
	
	
	IV

	UK Driving license.
	
	
	IV

	Access to own transport.
	
	
	IV

	Political awareness and neutrality.
	
	
	IV

	Demonstrate an understanding of, acceptance and commitment to, the principles underlying equal opportunities.
	
	
	IV
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