[image: image1.jpg]South Tyneside Council




BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Strategy and Democracy Support Officer
GRADE:


Band 6
RESPONSIBLE TO:
Strategy and Democratic Services Officer
Overall Objectives of the Post:

To work collaboratively to:

· Deliver a high-performing, efficient, effective and consistent service in line with the Council’s strategic objectives;
· Support the continuous improvement of outcomes for the people of South Tyneside through the production and effective use of accurate, valid, reliable, timely, relevant and complete information;
· Ensure a seamless strategy development and decision making process with each of the corporate groups;
· Ensure that the Council complies with statutory responsibilities.
Key Tasks of the Post:

1. You will be responsible for supporting the Strategy and Democratic Services Officer to develop strategies within the Council, including but not limited to:

· Using information that is up to date, accurate, accessible and understandable.
· Supporting the Council’s strategic planning frameworks.
· Liaising with a range of services to ensure that strategy is evidence based using existing and new performance and information sources. 
· Supporting the development of new ways of working by challenging existing practices.
· Supporting the delivery of specific consultation-related projects and exercises, receiving analysing and presenting information to support policy development.
· Providing excellent professional support that is highly valued by our internal customers and all other stakeholders.
2. You will be responsible for supporting the Strategy and Democratic Services Officer to deliver democracy within the Council, including but not limited to:

· Co-ordinating, preparing and arranging the despatch of agendas and reports.
· Providing advice and guidance about the Council’s Constitution.
· Organising, attending and producing accurate records for a range of meetings.
· Ensuring the appropriate physical environment for meetings, including appropriate seating, ICT equipment, catering and special requirements where necessary. 

· Providing briefings, prepare and where necessary present reports.
· Being proactive in producing and following up actions relating to decisions made.
· Supporting and liaising with all Elected Members and Officers as appropriate. 

· Supporting community awareness activities and engagement in the democratic process.
· Assisting with Civic duties, when required.
· Supporting the discharge of delegated decisions including information related to grant funding.
3. You will be responsible for supporting the Strategy and Democratic Services Officer to maximise external funding opportunities, including but not limited to: 

· Supporting voluntary sector engagement for all Community Area Forums, signposting agencies for advice and engaging them directly in supporting CAF led priorities. 

· Working closely with the Community and Resource Development Officer to ensure that CAF led proposals are matched against wider funding opportunities through the External Funding Group.
· Supporting funding bid applications, including undertaking research and drafting information based on evidence.
4. You will be responsible for the delivery of your own work programme, including but not limited to:

· Effectively managing your own workload.
· Contributing to performance reviews/appraisals and identifying development needs as appropriate. 
· Making a positive contribution to team working. 

· Contributing to corporate priorities. 

· Deputising for team members as appropriate.
· Co-ordinating council wide information and complaints enquiries.
The service will be offered across a variety of flexible times with occasional evening and weekend work required.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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