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JOB DESCRIPTION AND PERSON SPECIFICATION 


	SERVICE AREA:

	Town Clerk’s Service
	DATE PREPARED:	25/10/2023	

	SECTION:

	Information Governance & Member Support
	GRADE: 		10 



	JOB TITLE:

	Political Assistant - S9 Local Government and Housing Act 1989

	EVALUATION RESULT: 393

	EVALUATION DATE:
	27th November 2023
	JE NUMBER: 	NC1713


	ROLE & PURPOSE OF JOB: 

To provide a high level of advice, assistance, research and media support to the assigned Political Group (the group) on a broad range of policy and other issues. 


	
PRINCIPAL ACCOUNTABILITIES: Please identify the level of accountability.


	1
	Strategy – 
Advise the group as appropriate on matters of policy and the political implications of council decisions or activity and develop policy options

Undertake policy research and analysis and prepare reports, position papers, presentations, etc. as required by the group leader, portfolio holders/shadow portfolio holders, or with the agreement of the group leader, other members of the group.

Prepare draft notices of motion for council and other meetings for consideration by the Group leadership.

Develop and maintain good working understanding of the functions, operations and staffing of the council to support other tasks.

Develops the necessary communication systems and working relationships between Directors/Senior Officers and Cabinet/Opposition Leaders, to ensure that intelligence is up-to-date and business change is being effectively delivered within the boundaries of confidentiality and sensitivity.

Prepares presentations, non-political speeches, briefings and other media articles in support of, and in conjunction with, Cabinet Members/Leading Opposition Members and the Communications Team to support relationships with internal and external stakeholders, particularly to aid Partnership working.

Working with the Corporate Communications team develops, implement and coordinate a proactive programme of press and media relations work to assist the Group. Provide the Leader and Group Members with high quality specialist advice on all aspects of press and media relations.

	2
	Customer Focus –
Investigate and obtain information on matters of interest or concern to members of the group.

Organise, prepare agendas for and minute Group meetings.

Assist group cohesion, co-ordination and effectiveness through the dissemination of information to the group.  

Establish and maintain links with parliamentary, research and other bodies as appropriate and disseminate relevant information to the group leadership and other members of the group as appropriate. 

Attend cabinet, other council or group meetings and meetings of other organisations, including political party meetings as required.

Undertake other duties that may be required by the leader of the Group or portfolio holders, and that are commensurate with the post and the grade for the post.

Responds to requests from Members to analyse, interpret and evaluate existing policies, and research and develop alternative options utilising constructive thinking.  

Provides high level professional research and policy formulation/analysis and support to Cabinet, or Shadow Portfolio Holders and Opposition Leaders, in the operation, development and delivery of specific portfolios and the wider joined up objectives of the Council. Working with group members to ensure aims are aligned with the national policy context of the relevant group, and senior officers to determine feasibility. Opportunities and alternatives.

Gather, collate, analyse and distribute information, from a range of sources and all levels of complexity, on behalf of the Group, including the preparation of appropriate reports and briefing notes to ensure Members of the Group are well informed on the Council’s business and other appropriate issues, including the national policy agenda for local government.

	3
	Performance Management –
Establish, maintain and develop quality systems within the service in order to continuously improve continuously the provision and delivery of services to meet the Group’s needs and requirements.

Manage projects on behalf of the group associated with the work of the group, including but not limited to monitoring of the manifesto, and research and other development projects to assist in policy formulation.

Monitor casework for members of the group as required to ensure casework is undertaken effectively.

Evaluates progress and achievement against set criteria and established aims and objectives, and works with the Group Leader, Cabinet, or shadow portfolio holders, and Senior Council Officers to develop alternative approaches or opportunities to achieve the required outcome.

Analyses the contributions of key stakeholders and policy direction from National and European sources and provides guidance on policy development and improvement.

Monitor all areas of the Council’s business, identifying potential problems and opportunities and suggesting solutions to the Group. Where appropriate, assist Member oversight and scrutiny, making suggestions for policy/service development.

	4
	Leadership –
Establish and maintain links with the local, regional and national political party as appropriate and disseminate relevant information to the group leadership and the group as appropriate.

Develop and maintain good working relationships with senior officers of the council on behalf of the Group.

Undertake the duties of the group press officer as required, including liaison with local media on behalf of the group leader and other spokespersons, issue press statements on behalf of the group, arrange interviews and act as point of contact for the group

Contributes policy viewpoints at meetings, seminars, conferences and other forums, to ensure that the approach and perspectives of the Leader/Cabinet/Opposition Leaders are represented accurately and understood. 

	5
	Statutory Obligations – n/a


	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
SPECIFIED UNDER THE ACT


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY 
The Health and Safety at Work etc Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.

	JOB CHARACTERISTICS: Confirm by crossing the boxes that the post has the following characteristics (Only cross the boxes that apply).

	· Postholder will be required to have a range of either professional or specialist knowledge or experience.
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· Role will have supervision and planning of other peoples’ workloads and/or planning or scheduling of work over the short term.

x

· HR skills can comprise of being in a managerial role requiring motivating, developing and ensuring the health and wellbeing of a dedicated staff group and/or HR skills in influencing peer and senior managers.

x



· Role has latitude to determine appropriate actions within set policies and practices.  Role is subject to structured direction and supervision with set objectives.
x

· Role has requirement to identify and establish relevant policies and practices within their specific area of responsibility.   

x

· Role is required to manage/monitor/direct financial plans and budgets in line with corporate policy.

x

1. Role has the authority to make key decisions impacting on the Principal Accountabilities.

     







	ORGANISATION CHART:  Please Provide Job Titles and Grades  

	
	
	
	Immediate Line Manager
Information & Data Protection Manager G12

	
	
	

	Other jobs (peers) that report to immediate line manager
Principal Member Support Officers G10
Member Development & Support Team Leader G9
Customer Feedback Team Leader G10
Records & Information Manager G8
Information Risk Officer G8
	
	This Position
Political Assistant G8

	
	
	

	
	
	Direct Reports
None







	RESOURCE MANAGEMENT:
Section 1 & 2 should be completed. Section 3 should only be completed if the postholder does not have direct responsibility for staffing or budgets.

	1.
	Direct responsibility for Staff: (state numbers of staff and costs)
None

	2.
	Direct responsibility for Budgets: (state key specifics budgets and monetary sums)
None

	3.
	Impact on Corporate/Service/Departmental spending:
Supports leader of Council and Cabinet or shadow portfolio holders in development/agreement of budget and spending plans in consultation with directors and senior managers 
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	PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.  The requirements that state ‘if relevant to the job’ will be crossed as essential if applicable. 
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Degree or equivalent level of experience
Specific qualification requirement (if applicable):      
	X
	
	AF

	2. 
	Relevant Experience:

	
	Work in a political environment with high levels of responsibility and confidentiality
	X
	
	AF

	
	Critical analysis of complex information and reports, providing concise briefings at short notice
	X
	
	AF/I

	
	Providing press and public relations support, including drafting media briefings and replies to requests for comment
	X
	
	AF/I/T

	
	Research, analysis and report writing
	X
	
	AF/I

	
	Experience of shaping policy development and implementation at a strategic level in a multi-functional environment
	X
	
	AF/I

	
	Experience of producing consistently high-quality, professional work to specific deadlines
	X
	
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Good written and oral communication skills, including presentational and report writing skills
	X
	
	AF/I

	
	Strong interpersonal skills
	X
	
	I

	
	Use of technology (internet, Microsoft office programs etc.) to undertake research, produce reports and analysis and co-ordinate activity between members of a group
	X
	
	AF

	
	Project management, including setting out actions, deadlines and resource requirements, and working to those plans to deliver work of a required standard and to the required timescales
	X
	
	AF/I

	
	Managing and prioritising own workload to tight deadlines without supervision
	X
	
	AF/I

	
	Able to analyse, interpret and evaluate information from a variety of sources and present findings confidently to Members, Senior Officers and external stakeholders, often working to short deadlines
	
	X
	AF

	
	Leadership, Management and Motivational skills to develop effective relationships with staff/partners both internally and externally
	
	X
	AF/I

	4. 
	Knowledge:

	
	Knowledge and understanding of the relevant Groups’ party politics and policy. (The relevant political party will be stipulated in the job advertisement)
	X
	
	AF/I

	
	Knowledge of Local Government legislation relating to decision-making and constitutional matters 
	X
	
	AF/I

	
	Knowledge of the Council’s policies and the decision-making/ Democratic framework
	X
	
	AF/I

	
	Knowledge of managerial approaches to problem solving, staff development and performance management and how to 
use/target resources to maximise efficiency and effectiveness
Able to recognise and understand the impact and influence of European and national strategic policy approaches on future local authority direction
	
	X
	AF/I

	
	Knowledge of how social and economic policy is constructed and influenced by local and national factors, priorities and 
requirements
	X
	
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with elected members and colleagues
	X

	
	AF/I

	
	Ability to convey complex information in a clear and concise manner
	X
	
	AF/I

	
	Influencing and negotiating skills, to promote policy objectives, as set out by the Group
	X
	
	 AF/I

	
	Able to influence and negotiate with senior stakeholders to ensure particular policy imperatives are addressed
	X
	
	AF/I

	
	Able to effectively influence, persuade and negotiate with Cabinet/Leading Opposition Members, the CEO, CST, Assistant Directors and business/community stakeholders and partners
	X
	
	AF/I

	
	Written Skills

	
	Ability to produce clear and concise reports on complex topics that identify key issues, explore alternatives and develop innovative solutions
	X
	
	AF/I

	
	Able to present detailed research information in a clear, concise, logical and readable format for the benefit of Members, Senior Officers and colleagues
	X
	
	AF/I

	
	Ability to co-ordinate group activity using email, shared calendars and other written forms of communication such as social media
	X
	
	AF/I

	
	Able to construct, present and convey concise and incisive key information on complex and contentious issues to a range of diverse audiences, including politicians, CST, Assistant Directors and external business and community leaders
	X
	
	AF/I

	6.
	Other: (if there aren’t any state ‘none’)
	
	
	

	
	Flexibility to allow for out of hours working, including evenings and weekends
	X
	
	AF/I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

		7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	X
	N/A
	I

	
	Respect
	X
	N/A
	I

	
	Learning
	X
	N/A
	I

	
	Ambition
	X
	N/A
	I

	
	Partnership
	X
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:
	
	
	

	
	Leading forward
	
	N/A
	     

	
	Improving services
	
	N/A
	     

	
	Analysis and decision making
	
	N/A
	I

	
	Making things happen
	
	N/A
	I

	
	Communicating with impact 
	
	N/A
	I

	
	Collaboration 
	
	N/A
	I

	
	Developing self and others
	
	N/A
	     

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs 

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	     

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 
n/a

Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 
	
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	X
	N/A
	AF(after short listing)
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