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	Job title
	Political Assistant


	Salary, Grade and SCP

	Grade 6 (SCP 22-25) £34,811-£37,563


	Service/Team

	Strategy and Corporate Affairs


	Responsible to
	City Data Manager


	Responsible for staff/equipment 
	None 

	Disclosure and Barring Services
	This post is not subject to a disclosure and barring check 

	Politically Restricted 
	This post is designated as a politically restricted post and falls withing the requirements of section 1(5) of the Local Government and Housing Act 1989. (see note below for further details)  


	Main purpose of job 
	To provide research, policy, communications and administrative support to the Liberal Democrat Group in relation to its work within Sunderland City Council, helping elected members effectively with Council business, policy development, scrutiny, decision-making and public communications.

The postholder will support the political group in its role within the Council while maintaining clear boundaries between lawful council-related political group support and wider party-political, electoral or campaigning activity.

The postholder shall not undertake party-political campaigning, electioneering activities, candidate support, fundraising activities, or activities intended to secure the election of any individual or political party


	Key responsibilities 
	· Provide research, briefing, and policy support to the Liberal Democrat Group. 
· Analyse Council reports, committee papers, policy proposals, budgets, consultations, and relevant local government developments, as well as national government developments, where appropriate overlap exists. 
· Prepare briefing notes, speeches, statements, questions, motions, amendments, and other written material for elected members. 
· Support the Group’s preparation for Council, Cabinet, committees, scrutiny, working groups, and other Council related meetings. 
· Provide administrative support for Group meetings, including agendas, minutes, note taking, and coordination. 
· Monitor local, national, and associated media, policy announcements, and stakeholder activities, relevant to the Council, and the Group. 
· All media enquiries relating to Council business, Council decisions, Council services or matters that may affect the reputation of the Council must be notified to and coordinated through the Council's Communications Team. Any comments issued on behalf of the political group must be clearly identified as political group comments and not as the official position of the Council.
· Assist with Group communications, related to Council business, including press lines, public statements, social media, and content creation. 
· Maintain confidentiality, and handle sensitive, political, Council, and personal information. 
· The postholder shall not disclose confidential or exempt information obtained through their employment unless authorised to do so and shall comply with all legal and constitutional requirements relating to confidentiality.
· Ensure Council premises, equipment, ICT systems, information and officer support must not be used for party-political campaigning, fundraising, candidate support or election activities and are used only for lawful council related purposes. 
· Comply with the Council’s Constitution, Officer Code of Conduct, Member/Officer protocol, information governance, and all relevant employment policies. 


	Key tasks 





	· Research and prepare member briefings.
· Draft motions, questions, amendments, speeches, and statements. 
· Review Council reports, agendas, and committee papers. 
· Track Group actions, deadlines, and follow-ups. 
· Prepare notes and agendas for Group meetings. 
· Monitor relevant policy, media and government developments. 
· Draft Group specific Council and related communications. 
· Maintain records and handle confidential information securely. 


	Other duties/specific policies e.g. DBS

	The postholder provides support to the Political Group and not to the Council in its corporate capacity. The postholder must not purport to exercise authority on behalf of the Council or provide instructions to officers.

The postholder must comply with all requirements relating to the pre-election period and any guidance issued by the Council concerning publicity, communications and the use of Council resources during election periods.

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. 

The post holder must 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.


	Political Restricted Positions 
	This post is designated as a politically restricted post and falls withing the requirements of section 1(5) of the Local Government and Housing Act 1989. 
This means that the postholder cannot:
· stand for election as a councillor, MP, MSP, MS, or in certain other elected offices. 
· be an officer of a political party or branch of a political party. 
· act as an election agent or sub-agent for a candidate. 
· canvass on behalf of a political party or candidate;
and
· must comply with all statutory political restrictions applying to the post under the Local Government and Housing Act 1989 and associated regulations.
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