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Job title: Scrutiny Officer

[bookmark: _Hlk71881402]Note to applicant - You should pay particular attention to the essential criteria below and provide evidence of how you consider you meet them as part of your application. Failure to do so may mean that you will not be shortlisted. 

Each listed requirement will state how it will be assessed e.g. application form, interview, work-based test and certificate.

	Essential Criteria
	Method of Assessment

	Qualifications / 
Professional Registration/
Membership


	 A good general education is required, together with a further relevant qualification which may include a full ICSA, relevant NVQ to level 5, or relevant degree.

At least three years relevant experience working in either scrutiny or governance/democratic services in a local authority. 
	Application form

	Experience

	Experience of working with elected members and senior officers and public sector organisations

	Application form / interview

	
	Experience of working with constitutional, legislative and policy developments to support the scrutiny function

	Application form / interview

	
	Substantial experience of preparing agenda, minutes of meetings, reports and other correspondence within challenging timeframes.

	Application form / interview

	
	Experience of partnership working with external companies, partners and other agencies.

	Application form / interview

	[bookmark: _Hlk92295067]Skills, Knowledge, Ability (including ability 
to develop knowledge,
 skill or experience)

	Ability to plan, organise and deliver agreed work programmes to tight deadlines
	Application form / interview

	
	A strong understanding of the workings of local government and the role of scrutiny within it.

	Application form / interview

	
	Ability to work on own initiative or as part of a team

	Application form / interview

	
	Ability to research, understand and analyse information and produce accurate reports

	Application form / interview

	
	Excellent communication and presentation skills

	Application form / interview

	
	Excellent relationship management skills to develop constructive partnership working with senior officers and partners

	Application form / interview

	
	 The ability to work using diplomacy, political sensitivity and political awareness, to appropriately assist councillors, officers and partners.

	Application form / interview

	
	Ability to use ICT systems such as Microsoft Teams and virtual meeting software

	Application form / interview

	
	Interpersonal skills and resilience to respond appropriately to constructive challenge, and exercise judgement about when to consult with your manager and other senior officers.
	Application form / interview

	Work Related Circumstances/
Values of the Council

	Able to work flexibly including attendance at evening meetings to support the needs of the team

	Application form / interview

	
	Commitment to Equal Opportunities.

	Application form / interview

	
	Compliance with health and safety rules, regulations, and legislation.
	Application form / interview

	
	Ability to comply with the Councils values of:
· We innovate.
· We enable.
· We respect. 

	Application form / interview
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