NORTH WEST LEICESTERSHIRE DISTRICT COUNCIL

JOB DESCRIPTION

DIRECTORATE:

RESOURCES
LOCATION:


COUNCIL OFFICES, COALVILLE

POST TITLE:


HEAD OF LEGAL & DEMOCRATIC SERVICES

APPROVED GRADE:
£48,000 - £49,000 PER ANNUM

PROGESSION TO £50,000 PER ANNUM IS  

DEPENDENT ON EXCELLENT PERFORMANCE

RESPONSIBLE TO:

DIRECTOR OF RESOURCES

This job description & employee specification has been developed to reflect the Leicestershire & Rutland Improvement Partnership (LRIP) Management Competency Framework of:

	COMPETENCY
	CROSS REFERENCE TO NATIONAL STANDARDS



	Collaborates and works with partners
	Actively involves internal and external partners to develop and achieve shared goals and objectives.

	Engages with the community & other stakeholders
	Ensures decision making is properly informed by others within the local community.

	Delivers customer focussed services
	Actively involves internal and external customers / partners to develop and deliver effective services.

	Is politically sensitive
	Demonstrates behaviours that are sensitive to the aspirations and perceptions of others.

	Is strategically focussed
	Is able to see the bigger picture and focuses decision-making on the achievement of agreed long-term goals.

	Manages diversity in practice
	Values and respects differences between people (and the service benefits that can arise), challenges discrimination and treats others with respect.

	Manages change
	Understands the need for change and actively manage the change process to conclusion.

	Manages performance
	Agrees and sets targets and motivates others to achieve them.

	Manages the job
	Prioritises tasks to make the best use of resources to deliver the job.

	Communicates
	Gets the message across clearly and appropriately to the needs of the audience.

	Develops Talent
	Makes the best use of talents and skills of people in achieving agreed objectives.

	Manages within teams
	Manages individuals and tasks and helps teams to achieve agreed goal.

	Provides Leadership
	Inspires and leads others to achieve success.


KEY RELATIONSHIPS

Chief Executive; Director of Resources; elected members; Town & Parish Councils; neighbouring Districts; external solicitors and surveyors; the Public

JOB PURPOSE

1. Delivering and managing the Council’s strategies in respect of; legal; land charges, including all National Land & Property Gazetteer activities; scrutiny; members’ services and member development; elections and administration.

2. Providing leadership, guidance and direction to staff in the Legal and Democratic Services team and to be responsible for the management of its budgets.

3. Building and maintaining successful internal and external partnerships and relationships, communicating effectively both inside and outside the Council.

4. To ensure that the relevant Boards and Groups operate effectively.

5. To act as the Council’s Monitoring Officer.

AUTHORITIES

Operates within the specific framework of authority agreed by the Council through the Director of Resources.

PRINCIPAL DUTIES AND RESPONSIBILITIES

1. Providing leadership and guidance to the Legal & Democratic Services team, ensuring that all objectives are met within services relating to the team.

2. To work with the Director of Resources to develop and deliver the relevant strategies and policies. 

3. Implementing and operating an appropriate and co-ordinated approach to the provision, management and control of legal; land charges, including all National Land & Property Gazetteer activities; scrutiny; members’ services and member development; elections and administration services through effective procedures, ensuring best practice.

4. Ensuring that Council contracts, policies and procedures, including terms and conditions of employment and election issues, are in accordance with the latest developments of both national and European legislation.

5. Working with elected representatives, of the Council, to ensure the effective operation and control of member working arrangements and member services.

6. Ensuring that management systems involved in legal, election and land matters   are efficient and timely.

7. Managing change pro-actively and streamlining services in respect of legal, election, scrutiny, member and administration services.

8. Monitoring services and considering alternatives and developments in order to maximise resources and improve effectiveness, performance and efficiency.

9. Providing advice and guidance to other Directorates and elected officers in respect of legal, land, scrutiny and administration services.

10. To provide and promote effective appeal arrangements and to ensure that they are serviced and operate efficiently.

11. Liaison with external solicitors and surveyors acting on the Council’s behalf in respect of legal, land and election issues.

12. Implementing, maintaining and facilitating arrangements for feedback on, and the investigation and handling of, complaints in respect of legal, land, election and administration issues.

13. Such other duties as maybe required from time to time consistent with the general level of responsibility of the post.

14. To undertake the full range of duties and responsibilities associated with the monitoring Officer role. E.g. Member training, annual review of constitution & upholding Codes of Conduct.

MANAGEMENT RESPONSIBILITIES

1. To provide effective leadership, direction and support to the staff working within the team.

2. To lead the team on service & financial planning, set key result areas, review performance and conduct development reviews in accordance with the Council’s performance management system.

3. To carry out management responsibilities in respect of the team including training, appraisal, discipline and other delegated responsibilities.

4. To reinforce the standards and conducts of behaviour expected of all employees.

5. To constructively handle performance management issues within the team.

6. To carry out the duties of a manager under the Council’s Health & Safety policy and to reinforce with staff their legal responsibilities under this policy.

7. Financial and non-financial resource budgeting, allocation, monitoring, control and reporting. 

8. Ensuring compliance with Council Constitution, Standing Orders and procedures.

9. To actively undertake risk management on the postholder’s areas of responsibility.

10. Manage contractors and consultants as appropriate.

11. Manage the investigating and handling of complaints re the undertakings responsibilities of the team

PRINCIPAL CORPORATE  RESPONSIBILITIES
Specific to post:

1. To work closely with the Director of Resources and elected members to deliver the Council’s vision and to provide elected members with the necessary support for their responsibilities in connection with legal and democratic services

Generic to Heads of Services:

1. To facilitate the boards and groups of the Council in the delivery of the Council’s strategic aims and to support elected members in their executive role.

2. To promote and support the implementation and operation of a corporate culture throughout the organisation for performance management and customer care.

3. To promote, facilitate and review  the corporate use of systems, processes and technology.

4. To develop, to the fullest degree, personal skills and professional knowledge which will contribute to effective team working within the team.

5. To initiate, facilitate and participate in joint working relationships and partnerships with local communities and external bodies, clearly communicating corporate priorities and objectives.

6. To promote the value of diversity.

7. To ensure equal treatment regardless of gender, race, nationality, religion, disability, marital status, age or sexual preference with all people with whom the job holder comes into contact.

8. To participate in the Council’s programme to maintain the Investors in people standard and contribute towards achieving other quality assurance accreditation programmes.

9. The job holder has specific responsibilities for the health and safety of themselves, their colleagues, contractors, elected representatives, visitors and members of the public. These responsibilities are set out in detail in the Council’s policy statement on health and safety.

	Signed ..........................................................


Postholder
	Dated ............................................................

	
	

	Signed ..........................................................


Chief Executive
	Dated ............................................................


