CARLISLE CITY COUNCIL

CORPORATE RESOURCES OVERVIEW & SCRUTINY COMMITTEE

27TH NOVEMBER 2003

REPORT ME 21/03 –  ELECTED MEMBERS’ SUPPORT ARRANGEMENTS

ADDENDUM

Further to the report due to be considered by CR O&S committee on 27th November, the cross party working group convened to progress this matter met on 19th November 2003 and now makes the recommendations below for consideration by this committee.

The working group want it to be noted that these posts will not satisfy the requirement of the Council to continue to provide clerical support for Elected Members. This issue remains unresolved following the restructuring exercise within the Council, and is seen to be separate to the task given to the working group to address.

Recommendations

· There will be 3 permanent posts, 1 allocated to each Political Group

· The post holders will be physically located in the group offices, with an additional work station in the Pay & Member Services office in order that work can also be carried out in there as and when agreed.

· Each post holder will work 25 hours per week (normally spread across 5 days) plus evening work may be required for which time off in lieu will be granted.

· Cover for each other can be provided where this does not become a conflict of interest, subject to availability.

· The posts will be subject to open recruitment, using current Council policies and procedures. Candidates will be invited to specify which Political Group post they wish to apply for, however applicants wishing to apply for all posts will also be considered.

· Posts will be advertised county wide and via the internet. Students will be considered along with all other candidates, however the grading of the posts will not be affected i.e. reduced should students be appointed.

· Workloads and priorities will be allocated by Group Leaders, however post holders will work in support of all group members.

· The Pay & Member Services Manager will be able to monitor and manage the day to day activities of the post holders in the interests of the efficiency of the Council, and protocols will be agreed to facilitate this distant supervision.

· The majority of the work being undertaken will be of a research nature, however the post holders will also be required to undertake some more routine administrative  duties.

· Due to legal & constitutional constraints Members are unable to be involved in any way in the recruitment & selection process, but will be consulted on the content of any exercise and technical questions used in this process.

· Members will have the opportunity to assess the appointees’ suitability to the position as part of the probationary process.

· Appraisals of the post holders may be undertaken by the Group Leaders. The Group Leaders and the line manager will agree how best to operate this in line with established Council procedures.

Proposed Job Description & Person specification can be seen at appendix a and b

The grading of the posts would be determined by the Council’s Staffing Forum. This has subsequently met on Thursday 20th November, and it was agreed that the posts should be graded Scale 5, currently £16,944 to £18,582 pro rata per annum.         

The employment costs therefore to the Council to provide these 3 posts for 25 hours per week will be  £ 40,302  min and  £44,286  at the maximum of the grade per annum. 

There will in addition be costs of employment in respect of training, supplies & services, postage, telephone calls etc amounting to approx £ 3,700 in 2004/05 (which includes cost of providing additional work station & IT equipment in the Pay & Member services office) and approx £2,500 on an annual basis thereafter.

David Williams 

Head of Member Support & Employee Services

20th November 2003
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                                                                                           Appendix a

CARLISLE CITY COUNCIL

 MEMBER SUPPORT & EMPLOYEE SERVICES

JOB DESCRIPTION

JOB TITLE:
Member Support Officer  (P/T)

Grade:


Scale  5

Post reference:

MEM 320, MEM 321 & MEM 322
Responsible to:

            Group Leader – for work allocation and other task related 

                                               matters.




            Line Management responsibility will be undertaken 

                                               by the Pay & Member Services Manager.

Responsible for:
            N/A

OVERALL PURPOSE

· To Provide dedicated research facilities for Elected Members to support them in their role and with their Democratic duties.

· To provide administrative support in relation to the above.

Key Areas of Responsibility
1. To undertake & co ordinate research & information gathering for Elected Members.

2. To provide support to Members so as to enable them to operate efficiently and with particular emphasis being placed upon: scrutiny of reports; investigative work concerning enquiries received, secretarial & non- secretarial admin support to Members.

3. Provide efficient, accurate & professional administrative support to Elected Members.

4. Act as liaison & communication point between Elected Members ,Officers and others  and arrange meetings as required.

5. Monitor the processing of issues raised by constituents and referred to Officers by Elected members.

6. Assist with the Member Learning and Development framework implementation by gathering information, liasing with the training coordinator and making necessary admin arrangements.

7. Promote Best Value, excellence in customer service, a focus on continuous improvement and the promotion of these in the delivery of services and employment within the context of equality of opportunity and cultural diversity.

8. Implement and monitor a positive performance culture, complying with policies and procedures that enable delivery of agreed targets and service standards.

9. Establish and maintain effective two-way communication with staff, colleagues, Members and customers, seeking out and responding to opinions in order to further enhance the quality of service delivery.

10. Comply with all statutory Council policies in relation to Health & Safety.

11. Undertake such other duties that are required from time to time and are commensurate with this position, including assisting with administrative & clerical duties in relation to

The Member Support & Employee Services Business Unit.

Special Features

There are three posts, each will be allocated to a Political Group. However on occasion the post holder may be expected to undertake duties for another Political Group where there is no conflict of interest.

Occasional work during the evening may be required, for which time off in lieu will be granted.

Appendix b

PERSON SPECIFICATION

Member Support officer

All criteria are essential, unless stated as ‘Desirable’

Criteria


Competency

Education & Qualifications
· A Level or equivalent standard of Educational ability.

· High standards of literacy & presentation of written work.

· Competent in using IT software, preferably Microsoft Office.


Experience, Knowledge & Understanding
· Political awareness.

· Experience of using IT systems including Word Processing, Database, Spreadsheets, Internet & DTP etc.

· Evidence of knowledge of research methodologies.

· Ability to empathise with the roles & responsibilities of Elected Members.

· Ability to work effectively within a team.

· Experience of providing a wide range of administrative support.

· Experience of working in Local Government – desirable.
· Understanding of City Council structure and functions – desirable.
· Experience of dealing with Councillors or other Elected / Nominated representatives – desirable.



Skills
· Experience of communicating effectively with a wide range of people.

· Ability to summarise and write reports.

· Evidence of competencies in research skills.

· Able to work on own initiative .

· Evidence of analytical & critical skills.

· Able to demonstrate a flexible approach to tasks.

· Able to work to deadlines and to manage and prioritise own workload.
· Able to absorb & learn new information quickly
· Able to explain complex information to the lay person.

Personal qualities & Commitment
· Must be able to quickly establish trust & credibility with Political Group Members.
· Must maintain confidentiality of information.
· Ability to respond to issues with tact & diplomacy.
· Ability to demonstrate a high level of interpersonal skills

Other factors
· A degree of Flexibility in approach to working hours.

