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Democratic Services & Information Governance Support Officer
Grade 5 | £29,541 - £32,046
37 hours per week | Permanent

Looking for a role where no two weeks are quite the same?
We are looking for an organised, confident and adaptable person to join our Democratic Services team in a varied role covering both Democratic Services and Information Governance.
You'll be right at the heart of how the Council works, supporting formal Council and Board meetings, working with elected Members and senior officers, and helping to make sure our democratic processes run smoothly.
Alongside this, you’ll have an important role in our Information Governance work, helping to coordinate Freedom of Information (FOI), Data Protection (DP), Environmental Information Regulations (EIR) and Subject Access Requests (SARs), keep track of statutory deadlines and make sure accurate case records are maintained.

What you'll be doing
Your role will include:
· supporting Council, Board and committee meetings from agenda preparation through to minutes and follow-up actions;
· working with elected Members and officers across the Council;
· maintaining Member and governance records;
· supporting annual democratic and civic processes;
· logging, allocating and monitoring FOI, DP, EIR and SAR cases;
· coordinating information from services and keeping track of statutory deadlines;
· supporting corporate-wide and cross-service SARs;
· producing accurate records and management information;
· helping colleagues understand and follow agreed Information Governance processes; and
· becoming a key user of our Information Governance case management arrangements as we continue to improve and modernise the way we work.

Who we're looking for
You don't necessarily need to come from a Democratic Services or Information Governance background.
What's more important is that you:
· are highly organised and comfortable managing competing deadlines;
· have strong written and communication skills;
· can work accurately with detailed and sometimes sensitive information;
· are confident using digital systems and learning new ones;
· can take ownership of your work while knowing when to ask for advice; and
· enjoy working with different people across an organisation.

What makes the role interesting?

This isn't a standard administration role.

You'll work across two important areas of the Council and have the opportunity to develop knowledge of local government decision-making, governance and information rights. You'll have contact with elected Members, senior officers and services across the organisation and will be involved in improving how we manage our processes and systems.

Regular evening meeting attendance is required as part of the role.


For full details of the responsibilities and selection criteria, please see the Job Description and Person Specification.
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