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Post Title:	Governance Officer
Grade:	G

Job Purpose

To promote the Council’s vision, values, aims, objectives, and priorities actively and effectively, putting our citizens first through the delivery of best value services.  

To ensure that the Council’s governance and school appeal arrangements are effectively and efficiently delivered and that councillors, colleagues, appeal panel members and partners understand and are able to perform their roles effectively within the governance framework. 

To ensure that the Council’s governance and school appeal arrangements are legally compliant and fit for purpose. 

 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction, and putting forward ideas for improvements.

· Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems, and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  

1. To be responsible for the administrative and governance arrangements for, and clerking of, formal and informal committees, other bodies and school appeal hearings (admission and exclusion appeals) including:
· scheduling and making arrangements for meetings/hearings;
· occasional preparation and presentation of reports;
· collation and distribution of papers;
· attending meetings/ hearings;
· providing procedural and other advice at meetings/hearings; and
· writing and distributing minutes/outcome letters and any other relevant documents within agreed timescales,
in line with legislative requirements and best practice.

2. To provide robust and consistent customer focused advice (both proactively and in response to queries) on governance and school appeals to councillors, colleagues, citizens, partners and school appeal panel members, verbally, including at meetings/ hearings and in writing through the scrutiny and amendment of reports and the preparation and circulation of briefings.

3. To take an active role in identifying, suggesting and implementing changes that are necessitated by legislative changes or the need for service improvement and to work with the Head of Governance, Senior Governance Officers and other colleagues to develop committees/school appeal hearings in line with new legislation, guidance and best practice.

4. To support the Head of Governance and Senior Governance Officers in the development and delivery of relevant training to school appeal panel members, councillors, colleagues and external organisations on governance, school appeals.

5. To use, maintain and proactively keep up to date with the IT systems that support the Council’s governance arrangements and to advise and train councillors and colleagues in their use.

6. To administer and maintain the administration of the Members’ Allowances Scheme, Register of Interests and Register of Outside Bodies.

7. To support the Electoral Services Team, particularly during election periods.

8. To promote democratic engagement by participating in activity with, for example, citizens, community groups, schools and other organisations and through the Council’s website, social media and other mechanisms.

9. To support the Head of Governance and Senior Governance Officers with project or other work as directed.

10. Other duties or projects commensurate with the grade including support to and occasional cover for Senior Governance Officers.

11. Actively promote and embed Equality, Diversity, and Inclusion through all actions and in accordance with the organisation’s EDI strategy and objectives.

12. Contribute to our corporate responsibility in relation to climate change by taking action and limiting the carbon impact of activities within your role and championing this work.  

Numbers and grades of any staff supervised by the post holder:
0











All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.


Produced by Head of Governance


Date 29/04/2025
































	Job title: Governance Officer




	AREA OF RESPONSIBILITY

	
REQUIREMENT
	MEASUREMENT

	
	
	A
	AC
	D

	
Individual Leadership  

	Takes personal accountability for own development.
	
	
	

	
	Drive and motivation, ability to deliver against challenging objectives.
	
	
	

	
Change and Innovation 

	Confidence and ability to put forward ideas for change.
	
	
	

	
	Ability to be creative, to be able to identify problems and work to create solutions.
	
	
	

	Collaboration 
	Evidence of working successfully in partnership across different sectors, building and maintaining good working relationships.
	
	
	

	
	Evidence of actively working with others to improve collaboration internally and externally.
	
	
	

	Equality, Diversity, and Inclusion 
	An understanding of why it’s important to consider equality, diversity, and inclusion in all that we do.
	
	
	

	
	Demonstrating personal commitment to the equality, diversity and inclusion challenges faced by our workforce and Nottingham’s people.
	
	
	

	Technical Skills and Knowledge 








	Knowledge of, or ability to learn, the law and procedures governing the conduct of meetings, council constitutions and education appeals and the ability and commitment to independently keep this knowledge up to date.
	
	
	

	
	Ability to use effectively Windows based IT packages, particularly Word, Excel, PowerPoint and Outlook and other relevant IT packages and platforms including Modern.gov and in house systems.
	
	
	

	
	Ability to work effectively to tight deadlines.
	
	
	

	
	Ability to prioritise and organise own workload within the context of managing frequent interruptions and changes of task.
	
	
	

	
	Excellent written communication skills in a range of audience appropriate formats and the ability to redraft work prepared by others.
	
	
	

	
	Excellent verbal communication skills including giving formal procedural advice.
	
	
	

	
	Attention to detail, particularly in any documents produced and advice given
	
	
	

	
	Ability to present information and deliver training to a range of audiences.
	
	
	

	
	Ability to demonstrate initiative in identifying and implementing service improvements.
	
	
	

	
	Excellent customer service skills
	
	
	

	
	An innovative and solutions focused approach to customer concerns.
	
	
	

	
	Ability to build effective working relationships with colleagues, councillors, partners and others.
	
	
	

	
	Ability to appreciate the sensitivity of issues within a political environment and act as a credible adviser to all councillors.
	
	
	

	
	Ability to understand and interpret complex information including legal documents.
	
	
	

	
	Ability to research information, analyse findings and clearly report information to others.
	
	
	

	
	Ability to deliver small scale project work without close supervision.
	
	
	

	
	Ability to work in an emotionally controlled manner in often challenging circumstances.
	
	
	

	
	Ability to be assertive but professional when providing advice.
	
	
	

	
	No active involvement in a political party.
	
	
	

	
	Ability to work some unsocial hours.
	
	
	

	A - Application
	AC – Assessment Centre
	D – Documentary
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