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Job Description – Monitoring Officer & Assistant Director of Law, Governance and HR

Grade – Assistant Director 

Responsible to: Chief Executive

Responsible for: Operational management of staff, finance and performance for the Chief Executive’s department (includes – Elections, HR and direct responsibility for Legal Service)

Direct Responsibility: Line management of Lead Specialists/team leaders within Service Area and of staff in own lead specialism of Legal Services.  Indirect management of staff in the Service Area.  

Overall Purpose: To assist the Chief Executive in the provision of leadership, guidance and direction to the service area.  Within this to provide effective operational management whilst delivering continually improving services and professional guidance to the council on the service functions within the Chief Executive’s department. To promote corporate working and the corporate goals of the authority both internally and externally. 

1. 	Legal Technical Specialism and Monitoring Officer role
· To lead and manage the Legal team on operational activities related to proactive, reactive and project based work, delivering effective and efficient legal services to the Council and other organisations as required.
· To manage and deliver against a mixed case load in accordance with client requirements. Research and advise on legal and quasi-legal matters affecting the Authority and Parish Councils and partner organisations to the Council as laid out in Service Level Agreements.
· To carry out work and provide legal advice associated with the Authority’s functions, including (but not exclusively) the Town and Country Planning Acts, Licensing, Environmental Health, Housing, commercial property transactions and Access to Information legislation
· To prepare and conduct public inquiries in planning appeals and other matters arising from the Authority’s Operations
· To undertake statutory responsibilities as Monitoring Officer for the Council.
· To review and update the Council’s Constitution as required
· To meet regularly with the Chief Executive & Section 151 Officer, providing advice and input into corporate matters
· To act as principal advisor to the Standards Committee 
· To prepare reports and attend meetings including Cabinet and Council, internal and external to the Council both during and outside normal working hours. Providing advice and training to both elected members and employees of the Council.
· Advising and ensuring proper Information Governance is followed
· Perform the duties of the Data Protection Officer

2.	Assistant Director Role
· To provide leadership to staff within the Chief Executive’s department; co-ordinating and leading people to ensure the delivery of effective performance within allocated budget. 
· To ensure that appropriate arrangements and plans are in place to meet corporate requirements and provide appropriate professional advice to Lead Specialists/Team Leaders.
· To lead and support operational activities related to proactive, reactive and project-based work.
· Ensure the production and delivery of service area work and project plans, ensuring that they are in line with service plan priorities and objectives.
· To ensure the proper management of the Council’s financial resources.

3.	Principal Operational Management Responsibilities – Team Management
3a. People
· To support the Chief Executive in the provision of leadership, guidance and direction to the service area including the management and deployment of resources to ensure the effective delivery of services.
· To manage the staff in the service area.  
· To create an environment for people to perform and identify talent and high performers through appraisal, and support and encourage their development for future roles.
· Identify and support opportunities for the development of staff.
· Ensure that all HR policies are applied fairly and consistently within the service.
· To set professional standards ensuring they are met and improving individual performance and to challenge unacceptable performance and behaviour on a consistent basis.
· Engage effectively with customers (internal and external) and ensure they are treated fairly and with respect.
· Ensure that Corporate Health and Safety policy and procedure is adhered to and create/maintain a safety culture within the team.

 
3b. Performance, Quality and Service Improvement
· To promote effective resource management that delivers the Council's priorities and targets within budget through the pursuit of innovative and flexible working methods. 
· To develop and monitor the Service Plan in conjunction with the Chief Executive and lead specialists/team leaders.
· Responsible for monitoring and controlling service performance on a regular basis to ensure that key milestones and targets are meeting the requirements of the Service Plan and that data quality is assured. Raise any variance and proposed corrective action with the Chief Executive.
· To explore options, recommend and implement systems and processes that are innovative and will continually improve performance.

3c. Finance
· Responsible for monitoring and controlling the Departmental budget on a regular basis to ensure that budget expenditure and income is in accordance with projections. Raise any variance and proposed corrective action with the Chief Executive.
· Responsible for monitoring and controlling corporate budgets on a regular basis to ensure that budget expenditure and income is in accordance with projections. Raise any variance and proposed corrective action with the Chief Executive.
· Identify and bid for additional funding opportunities as appropriate to enhance service provision for the benefit of customers.

4. Principal Operational Management Responsibilities – Corporate

 4a Collaborative working
· To provide leadership support to Council committees including Cabinet and Council meetings.
· Support Scrutiny Groups and Portfolio Holder briefings.
· Building and maintaining effective relationships with members whilst adhering to the Councillor/Officer code 
· Build constructive relationships with partners and colleagues across all service areas.
· Ensure that information, feedback, customer comments/concerns are shared with appropriate people for action to be taken.
· Protect and enhance the reputation of the Council and its partners and provide support as required to the Chief Executive and Communication & Customer Services Manager on media matters relating to the service.
· To deal with the media in the absence of the Chief Executive


4b Corporate Projects
· Attend and contribute to strategic meetings and projects in the absence of the Chief Executive.
· Work with the Chief Executive to scope and own corporate projects and tasks as required, in support of Council objectives and the post holder’s own personal development.


5. Other
· The post holder will be expected to perform other duties that are within the scope of this job description. The job description will be subject to variation to meet service needs and changes will be applied following consultation with the post holder.
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