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JOB DESCRIPTION & PERSON SPECIFICATION

Democratic Services & Information Governance Support Officer
Grade 5 | £29,541 - £32,046
37 hours per week | Permanent
	
	Responsible To
	Democratic Services Manager/Head of Emergency Planning



	Job Purpose
	[bookmark: _GoBack]To provide high-quality administrative, governance and procedural support across Democratic Services and Information Governance. The postholder will support the Council’s democratic decision-making arrangements, administer formal meetings and Member-related processes, and coordinate the day-to-day administration and monitoring of Freedom of Information (FOI), Data Protection (DP), Environmental Information Regulations (EIR) and Subject Access request (SAR) casework.
The postholder will maintain accurate records, monitor statutory, constitutional and internal deadlines and help administer the Council’s Information Governance case management arrangements. The role will provide resilience across the service while recognising when matters require referral to the Data Protection Officer or management. Technical Information Governance advice and overall service oversight will remain with the appropriate senior officers.


		
	Key Tasks 	
	Democratic Services and committee administration

	
	
· Organise and administer the full committee cycle for Council, Boards, committees, sub-committees and associated briefings, including scheduling meetings, issuing diary invitations, chasing reports, preparing and publishing agendas and arranging meeting facilities. 
· Attend formal meetings, support the Chair and officers within the boundaries of the role, produce accurate minutes and decision records, and follow up agreed actions. 
· Prepare, print, publish, distribute and archive agendas, reports, minutes and supporting documents in accordance with statutory, constitutional and internal timescales. 
· Maintain accurate committee, Member and governance information within the Council’s committee management system, including agendas, minutes, declarations, Member details and associated records. 
· Provide administrative and procedural support to elected Members and officers and respond to routine enquiries from Members, officers and the public, referring complex matters as appropriate. 
· Maintain Member records and relevant statutory or governance registers, including registers of interests, declarations of interest, gifts and hospitality, contact details and outside-body appointments. 
· Support annual and periodic democratic and civic processes, including Mayor Making, the annual cycle of meetings, meeting timetables, the Independent Remuneration Panel and civic recognition arrangements. 
· Draft routine reports, briefing notes, schedules and other governance documentation for consideration by Boards, committees and senior officers. 
· Prepare and coordinate Member Information Bulletins and other routine communications to elected Members. 
· Provide administrative support for elections, civic and corporate events, Member or staff sessions and other corporate activities as required.
· Collate and maintain gift and hospitality registers for staff and elected Members 

Information Governance & case administration

· Receive, log, acknowledge and allocate FOI, EIR, DP and SARs in accordance with agreed procedures. 
· Maintain accurate and complete case records, monitor statutory and internal deadlines, issue reminders and escalate late, incomplete or complex responses in accordance with agreed arrangements. 
· Monitor FOI and EIR compliance while services retain responsibility for preparing, approving and issuing their substantive responses. 
· Coordinate corporate-wide and cross-service SARs, including supporting identity and scope checks, commissioning searches, monitoring returns and collating information received from services. 
· Support the administration of single-service SARs, ensuring the relevant service undertakes appropriate searches and provides information within agreed timescales. 
· Undertake routine preparation, collation and redaction of information in accordance with approved procedures, referring questions concerning scope, exemptions, complex redaction or disclosure to the Data Protection Officer. 
· Provide procedural guidance to services on the administration of information requests and support the preparation and delivery of guidance and training, while referring specialist legal or technical matters to the Data Protection Officer. 
· Produce accurate management information and reports on request volumes, response times, overdue cases and service compliance. 
· Attend and provide administrative support to relevant Information Governance meetings and maintain associated records and actions.

Information Government case management
· Act as a day-to-day administrator and key user for the Information Governance elements of the Council’s case management arrangements, supporting data quality, workflow monitoring, routine configuration, management reporting and user guidance.
· Support implementation, testing and continuous improvement of case management processes, templates, workflows and management information. 
· Identify recurring administrative issues, overdue activity and opportunities to improve consistency, resilience and efficiency, escalating recommendations to the appropriate manager. 



General responsibilities
· Plan and prioritise work across fixed committee deadlines, statutory information request timescales and other service demands, seeking guidance where priorities conflict. 
· Handle personal, sensitive, confidential and politically sensitive information appropriately and maintain confidentiality at all times. 
· Build effective working relationships with elected Members, senior officers, service representatives, the Data Protection Officer and corporate support colleagues. 
· Contribute to service reviews, process improvement, digital working and the development of guidance, procedures and performance measures. 
· Provide reasonable cover and support across Corporate Services and undertake associated administrative and records-management duties needed for the effective operation of the service. 
· Carry out any other duties appropriate to the general level and nature of the post, subject to appropriate instruction and support. 



	Responsibility & 
Decision-Making
	· Work within legislation, the Council’s Constitution, approved policies, procedures and agreed service standards. 
· Exercise judgement in organising work, identifying incomplete or overdue activity, distinguishing routine matters from those requiring specialist advice, and escalating risks promptly. 
· The postholder will not be expected to make specialist legal determinations on exemptions, disclosure or complex redaction without appropriate DPO or management input. 
· The post has no direct line-management responsibility unless separately assigned, but will support and guide users of agreed Democratic Services, Information Governance and case management processes. 



	Special Conditions
	· Attendance at evening Council, Board and committee meetings as required. 
· Flexibility to support elections, civic events and other corporate activities, which may occasionally require work outside normal office hours. 
· Occasional travel within the local authority area or to other locations for training and meetings. 
· Regular handling of confidential, sensitive and personal information. 
· The post is politically restricted in accordance with the Local Government Officers (Political Restrictions) Regulations 1990 as amended by the Local Democracy, Economic Development and Construction Act 2009.
· The job description describes the main duties of the post but is not exhaustive. Duties may be reviewed following consultation to reflect service, legislative, organisational or technological change. 





Person Specification

	
	Essential
	Desirable

	Attainments
	Good general education, including a standard of written English and numeracy sufficient to undertake the duties of the post.
Good IT skills, including confident use of Microsoft applications and the ability to learn and use corporate information systems.
	Relevant qualification or training in Democratic Services, governance, Information Governance, business administration or a related area.
Relevant training in committee administration or electronic committee/case management systems

	Knowledge & Qualifications
	Understanding of accuracy, confidentiality, effective records management, audit trails and working to defined procedures and timescales.
Ability to understand and apply procedures and recognise when specialist or senior advice is required.
Awareness of the UK GDPR and Data Protection Act 2018.

	Knowledge of local government democratic decision-making, committee procedures and the role of elected Members.
Knowledge of FOI, EIR and SARs
Knowledge of Modern.Gov, SharePoint or an Information Governance case management system.

	Experience & Capabilities
	Experience of accurate administration in a busy, deadline-driven environment, including maintaining records and producing clear correspondence, minutes, reports or summaries.
Ability to organise competing priorities, coordinate information across officers or services, monitor actions and meet fixed deadlines.
Ability to communicate professionally, work with limited supervision, use sound judgement and handle confidential or sensitive information appropriately.
Ability to learn and administer electronic systems and support others in their consistent use.

	Experience of local authority Democratic Services or formal committee administration, including agenda preparation and minute taking. 
Experience of working with elected Members and senior officers.
Experience of FOI, EIR or SAR administration, including monitoring compliance or coordinating responses. 
Experience of Modern.Gov, SharePoint or a case management platform, and of providing user guidance or training.


	Character & Disposition
	Highly organised, accurate, reliable and able to remain calm when managing competing deadlines. 
Professional, discreet, politically impartial and confident in dealing with Members, senior officers, colleagues and the public. 
Flexible, willing to attend evening meetings and positive about service improvement and digital working. 
Able to work independently, take ownership of allocated work and build effective working relationships across services.
	Comfortable working in a regulated or politically sensitive environment and supporting colleagues to adopt new processes or systems. 
Interest in developing knowledge across Democratic Services, governance and Information Governance.
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