SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

Directorate: Corporate Resources and Customer 	Location: Bootle Town Hall
Services

Department: Democratic Services	Job Evaluation Number:

Section: Labour Group	Post: Support Assistant to the	Labour Group

Grade: G


Responsible To:Democratic Services Manager and supervised on a daily basis by the Sefton Labour Group PA



Responsible For:


JOB PURPOSE
This important new role has arisen to provide political support to the Sefton Labour Group. This person should be a highly motivated individual with excellent communication skills.





MAIN DUTIES

	· Lead and ensure effective support to Labour Leader of the Council and Labour 	Cabinet members.
· Drafting speeches, media releases, comments, articles and social media, preparing Labour Councillors for interviews etc.
· Preparing agendas and minutes for Group meetings.
· Organising away days, training and events.
· Preparing motions and questions for Full Council meetings, including budget amendments.
· Leading, managing and contributing to political research for Labour Councillors.
· Liaising with the regional and national party offices.
· Advising on political issues.
· Filtering information to ensure that vital issues are highlighted in a timely manner.
· Encouraging the use of the member casework system and assisting with draft responses.
· Advanced IT skills with competent knowledge and experience of using Microsoft Office (including Microsoft Teams).
· The ability to work with tact and diplomacy in a confidential environment and to manage sensitive information and data in line with legislation and procedure.
· Project management support/forward planning.
· Experience of working in a political environment.
· Excellent communication and customer care skills.
· A detailed understanding of and commitment to the priorities agenda of the political group appointed to.
· Knowledge of the local political structure and its operation.
· Experience of building and sustaining effective working relationships with a variety of stakeholders including Elected Councillors, Senior Offices and external stakeholders.
· Membership of the political party appointed to support but cannot be a member of any other party.
· Other ad hoc tasks as directed by the Group Leader, Deputy Leaders or Cabinet.
· General office duties including diary management and cover in the absence of the Office Manager.
· Expected to work in accordance with the rules and protocols contained within the Council’s Constitution and the Officer Code of Conduct and to positively promote the Members Code of Conduct.
· Advise on Government policy.  Assess and report on impact of local and national developments to Leader and Cabinet.




SPECIAL CONDITIONS 

The post is customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e., filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

For further information, please refer to DBS filtering guidance at www.gov.uk/dbs.

The post you are applying for requires access to the Public Service Network (PSN) and requires compliance with the HMG Baseline Personnel Security Standard.
















GENERAL:

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees. The post holder will be expected to comply, observe and promote the equality policies of the Council.

	Note: 	Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.


Prepared by:	Name:	Lynne Prescott
Designation				Labour Group PA
Date					June 2024

