
Job Description                                                          
	Post Title

	Overview and Scrutiny Officer

	Job Evaluation

	A3409

	Grade

	10

	Service

	Resources

	Service Area

	Legal & Democratic Services - Scrutiny

	Reporting to

	This post will be accountable to the Principal Overview and Scrutiny Officer.

	Location

	Your normal place of work will be County Hall, Durham but you may be required to work at any Council workplace within County Durham.

	Disclosure and Barring Service (DBS)

	This post is not subject to a disclosure.

	Flexitime

	This post is eligible for flexitime

	Politically restricted

	This post is designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role

To facilitate and support OS members in their role in contributing to policy development, policy review and service improvement across all Overview and Scrutiny Committees, the Police and Crime Panel and related scrutiny activity.

Duties and Responsibilities

· To work closely with members of overview and scrutiny committees, officers of the Council and partner agencies to ensure delivery of the Overview and Scrutiny function and scrutiny support to the Police and Crime Panel.

· To project manage in-depth Scrutiny reviews, as directed; support Working Groups, task and finish groups, Overview and Scrutiny Committees and light touch reviews that contribute to informing policy and lead to service improvement.

· To ensure relevant evidence is submitted to Overview and Scrutiny Committees, Working Groups, task and finish groups, light touch reviews and the Police and Crime Panel


· To lead engagement between the executive and non-executive Members to deliver the OSC and Police and Crime Panel work programmes.

· To provide timely and up to date advice and information to Members; including facilitating and supporting members locally with priorities, outcomes and objectives as appropriate.


· To undertake appropriate research and drafting well-evidenced and well-written Scrutiny reports.

· To present reports, briefings and other documents as required in line with the Committee and Police and Crime Panel work programmes.

· To undertake analysis of evidence for Members so they are aware of the key issues in scrutiny activity, investigations and reviews.

· To facilitate engagement with local communities as an integral part of the Overview and Scrutiny process and to ensure there exist opportunities for stakeholders to influence policy development.

· To review and analyse performance and budget information relevant to the committees’ remit and to assist Members in making full use of all other appropriate sources of information to help them evaluate the performance and effectiveness of the County Council and its partners.

· To contribute to defining the future shape and structure of the Overview and Scrutiny function in line with legislative requirements and member expectations.

· To maintain a good working knowledge of legislation and national policy development and guidance that may affect the procedures of the Council’s democratic and policy-making functions.

· To build scrutiny networks and develop and maintain good working relationships and communication with partner organisations and individuals outside of the Council to promote understanding and participation in scrutiny and ensure that the process is as inclusive as possible.

· To develop and maintain good working relationships and communication with relevant service Directorates and Executive members to ensure that they play their role in supporting scrutiny and that scrutiny is able to play an effective part in the review and development of the Council's policies and services.

· To introduce innovation and good practice in the Overview and Scrutiny function. This will involve liaison with other Local Authorities and external bodies as appropriate.

· To raise general awareness of the role and value of scrutiny and to publicise all aspects of scrutiny work in County Durham.

· To ensure that the Overview and Scrutiny function is pursued in a positive way as part of the overall aims of the Council and its partners in pursuit of the statutory responsibility of continuous improvement.

· To contribute to the production, development and management of work programmes for the Overview and Scrutiny function in line with resource availability

· To undertake such other duties relevant to the post in consultation with the Overview and Scrutiny Manager, for example contributing to support one or more areas :

· Research and development for the OS function and associated processes;
· Performance Monitoring;
· Member development initiatives,
· Community engagement/involvement in the OS function and process;
· Co-ordinate and manage the petitions process;
· Facilitate the appointments process and involvement of co-optees in Overview and Scrutiny;
· Respond to Councillor Calls for Action;
· Regional Scrutiny activity;
· Support to the Police and Crime Panel including report preparation and assistance in PCP Grant arrangements.

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications



	· Degree or equivalent
	

	Experience






	· Experience of Working in a Local Authority in Overview and Scrutiny.
· Experience of working with and supporting elected Members, senior officers and partners
· Providing information and advice to elected members.
· Project Management of overview and scrutiny reviews
· Experience of working with a range of professional groupings and the community and voluntary sector.
	· Partnership working
· Overview and Scrutiny work.



	Skills and Knowledge 






	· Ability to support members in undertaking effective scrutiny of the performance of council services, partners and other agencies to drive improvement.
· Thorough knowledge and understanding of the activities and workings of local government, its partners and voluntary organisations
· Logical thinker, able to communicate clearly to an audience of elected Members and outside bodies.
· Experience of working with a range of ICT systems, including proficiency with Microsoft 365 Office including Outlook, Word, Excel, Power Point and Microsoft Teams
· Good organisational and time management skills with the ability to manage and deliver a diverse work programme.
· Able to present to Members, Senior Officers and partners and outside organisations.
· Good report writing skills.
	· Working knowledge of Local Authority constitutions.





	Personal Qualities





	· An analytical approach with an ability to convert complex issues so that they are easily understood.
· Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance)
· May be required to work outside of normal office hours.
	· Ability to cope under pressure. 
· Working as part of a team.
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