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GOVERNANCE AND CORPORATE AFFAIRS 
PERSON SPECIFICATION

POST TITLE:
Strategy and Democracy Support Officer
GRADE:

Band 6
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Appropriate professional qualification or professional experience of Strategy, Democracy or external funding 

	· HNC in a relevant area

· Membership of a relevant professional body 
· Evidence of continued professional development


	· Application form

· Certificates



	Work Experience


	· Experience of successfully delivering strategic, democratic or external funding services
· Experience of successful development, delivery and monitoring of activities to deliver high quality, customer focused services
· Excellent all-round communication and facilitation skills with a capacity to present, discuss and explain relevant information

· Experience of research and analysis
	· Experience of working with and supporting Elected Members and Officers 
· Experience of local government administration

· Experience of successfully dealing with Government bodies, partners, voluntary groups and members of the public

· Experience of developing external funding bids and/or the administration of grant funding

· Experience of public consultation or community engagement

	· Application form

· Interview

· References

· Work Based Task


	Knowledge/

Skills/

Aptitudes


	· Understanding and knowledge of the working of local government
· Able to work collaboratively, promoting involvement, engagement and ownership within a multi discipline team, and with colleagues and stakeholders

· Able to demonstrate the highest standards of conduct and probity 

· Able to establish positive relationship with Elected Members, senior managers, staff and external partners, to establish confidence, trust and credibility
· Able to demonstrate resilience and work flexibly, adapting to changing priorities 

· Able to analyse information
· Good literacy, numeracy and ICT skills

	· Knowledge of the Code of Conduct for Members


	· Interview
· References



	Disposition


	· Able to work on own initiative and as a member of a team

· Able to organise workload, prioritise competing demands and work to deadlines
· Able to maintain confidentiality and security

· Able to engage and motivate a wide range of client groups
· Flexible approach to work
· Committed to the principles of equality and diversity

	
	· Interview
· References



	Circumstances


	· Able to work flexible hours (including weekends and evenings)

· Full current driving licence or access to a means of mobility support and able to meet the travel needs of the post 

· Baseline security clearance


	
	· Application form

· Interview

· Basic check
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