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	Job title
	Scrutiny Officer


	Salary, Grade and SCP

	Grade 8 (SCP 31-35) £41,771 - £46,142

	Service/Team

	Law and Governance

	Responsible to
	Scrutiny, Mayoral and Member Support Co-ordinator


	Responsible for staff/equipment 
	N/A

	Main purpose of job 
	To provide dedicated officer support, guidance and research to assist the Council’s scrutiny function, and support elected members to contribute to the development of a robust scrutiny function


	Key responsibilities 
	To plan and coordinate the individual scrutiny committee’s work programmes and help enable effective review of specific services and policies.

To undertake research, consultation and preparation of reports for the scrutiny committees, in accordance with the committee’s work programmes.


	Key tasks 





	To support elected members to deliver an effective scrutiny function which meets legislative requirements and statutory guidance

To attend scrutiny committees and provide impartial advice and support

To liaise closely with scrutiny committee members, particularly the chair and vice chair, as part of the development and management of work programmes

To develop and maintain good working relationships with all service areas, Cabinet members and stakeholders, to help ensure delivery of the committees’ work programmes and effective engagement and participation in the scrutiny process.

To research, review and analyse information to assist members in scrutinising the effectiveness of Council services and policies

To manage and facilitate task and finish groups and policy review work through the provision of advice, research, briefings, liaison with witnesses, and preparation of reports and recommendations for scrutiny committees to consider.

To develop and deliver training for elected members to develop their skills, and help them contribute effectively to the work of the committees

To represent the City of Sunderland on regional and national scrutiny-related networks as required.

To provide occasional governance and secretarial support to other Council committees, boards and outside bodies where required, including the preparation, publication and circulation of agendas, attendance at meetings, and preparation of minutes.

To liaise with other Council service areas, including Facilities Management and ICT, to ensure that all appropriate preparations have been made for scrutiny meetings.

To support colleagues across Democratic Services and Law and Governance as required.


	Other duties/specific policies e.g. DBS

	The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council.

Please note that this is a politically restricted post.
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