NORTH WEST LEICESTERSHIRE DISTRICT COUNCIL

POST NO.
CO1





COMPILED: SEPTEMBER 1997









REVISED:    DECEMBER 1998

REVISED:    MARCH 2004

JOB DESCRIPTION

This job description describes the general duties of the post and does not preclude other duties which are necessary for the efficient operation of the Council in meeting its objectives.  It is current at the date shown above.  In consultation with you, it is liable to variation by the Council to reflect actual, contemplated or proposed changes in or to your job.

	DIVISION
	CHIEF EXECUTIVES

	
	

	LOCATION:
	COALVILLE

	
	

	POST TITLE:
	CHIEF EXECUTIVE

	
	

	APPROVED GRADE:
	JNC FOR CHIEF EXECUTIVES POPULATION BASE 75,000 – 120,000

	
	

	RESPONSIBLE TO:
	THE COUNCIL

	
	

	JOB PURPOSE:
	TO LEAD PLANNING OF THE COUNCIL’S STRATEGY AND POLICY AND ENSURE THAT AGREED DECISIONS, POLICIES AND STANDARDS ARE TRANSLATED INTO EFFECTIVE OUTCOMES. 

	
	

	
	AS HEAD OF THE PAID SERVICE, TO LEAD AND INSPIRE MANAGEMENT TEAM AND ALL EMPLOYEES OF THE COUNCIL TO ENSURE THE COUNCIL ACHIEVES IT’S VISION, VALUES AND OBJECTIVES.

	
	

	
	TO PROMOTE THE COUNCIL AS THE LEADING BODY WORKING FOR AND WITH THE LOCAL COMMUNITY.


PRINCIPAL DUTIES AND RESPONSIBILITIES

Strategic and policy matters

1. To motivate and manage the employees of the Council through the Management Team to ensure a customer- orientated, performance-led, value-for-money culture is developed and maintained.

2. To be the key policy advisor to the council with responsibility for the formulation, development and delivery of strategic plans.

3. To lead the Council’s Management Team, providing clear strategic direction to secure a corporate and co-ordinated approach to service provision. 

4. To work in partnership with stakeholders to develop strategies, action plans and delivery methods to ensure community needs are addressed, and resourced effectively.

5. To ensure effective communication between the Council and its employees, the community and stakeholders.

6. To be responsible for the efficient and effective implementation of the Council’s programmes, policies and decisions. 

7. To undertake the role of co-ordinator/controller in case of local civil emergencies.

8. To lead on e-Government issues.   

.Personnel and Statutory Responsibilities 

9. To maintain a constant review of the organisation and administration of the Authority and to make recommendations to the Council through the Executive Board where changes are required in the interests of efficiency and effectiveness. 

10. As Head of Paid Service, to be responsible for ensuring that effective and equitable Human Resources policies are developed and implemented.

11. To liaise with members and political parties in discussions on strategic, policy or operational matters.

Community and External

12. To be responsible for the maintenance of good internal and external relations.  To ensure that the dignity, prestige, rights, and good name of the District and its Council and administration are maintained and defended.

13. To promote, develop and maintain effective relationships with a variety of external stakeholder organisations 

14. To provide help and support to the Chairman of the Council in his/her activities.

15. To act as the Returning Officer, Deputy Returning Officer or Acting Returning Officer as appropriate at all elections and to undertake the duty of Electoral Registration Officer.

Members and Meetings

16. To attend or be represented as necessary at all meetings of the Council, the Executive Board and the Monitoring Boards, and to advise on procedural and other relevant matters. These meetings take place in the evening.

17. To be responsible for ensuring that meetings of the Council are convened, transacted and minuted in accordance with the law, and the decisions implemented. accordingly

18. To advise the Council, its Boards and the Chairman on constitutional, procedural and civic matters.

19. To act as the Council’s Proper Officer for the purpose of the Local Government and Housing Act 1989 in relation to the operation of political groups.

20. To represent and negotiate on behalf of the Council at local, regional and national level.

Managerial

21. To provide leadership by personal example to the Council’s employees and to manage the interface between members and employees to ensure effective, professional working relations. 

22. To manage, in conjunction with Management Team, changes to methods of service delivery to ensure the optimum use of finite resources to the benefit of the taxpayers and customers of the District.

23. To directly manage the work of the Chief Executive’s Unit.

24. To provide proper arrangements for the ceremony and hospitality involved in the reception of visiting dignities, the celebration of important events and other special occasions. 

25. To conduct and participate in the Personal Development Review process to ensure employees’ training and development needs are related to the Council’s Corporate Policy Framework.

26. To ensure high standards of health and safety practice are maintained in accordance with Council policy.

27. To ensure equality and inclusion within the Council and across all areas of service provision.

28. To encourage the development and setting of performance indicators and objectives subscribing to the principles of best value.

Special Conditions

The postholder must be able to drive 

Signed………………………………………………….Dated………………………………………

 
Postholder

Signed…………………………………………………Dated……………………………………….


Leader of the Council
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