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Job Description  
	Post Title: 	
	Graduate Governance Assistant


	Salary Band:
	£31,597 – £32,597 per annum


	Duration: 
	12 months Fixed Term (with potential transition to permanency or extension)


	Reporting to:
	Governance and Scrutiny Lead (Statutory Scrutiny Officer)


	Service Areas:
	Law and Governance Directorate


	Political Restriction:
	Yes - This post is politically restricted under the Local Government and Housing Act 1989, as amended by Local Democracy, Economic Development and Construction Act 1989 and the post holder may not have any active political role either in or outside of work.

	Line Management Responsibilities
	None. 



Structural Position in the DirectorateStrategic Director, Law and Governance / MO


Scrutiny and Governance Lead



Graduate  Governance Assistant


	1. Primary Purpose of Post

	
To provide high-quality administrative, governance and scrutiny support to the Governance, Scrutiny and Democratic functions within HEYCA as directed by the Governance & Statutory Scrutiny Officer. The postholder will support the Authority’s formal decision-making, committees and overview and scrutiny processes, contributing to the delivery of robust, transparent and democratically accountable governance arrangements in line with statutory requirements.


	2. Corporate Responsibilities

	The postholder will contribute to the effective operation of the Authority’s governance, decision-making, democratic and overview and scrutiny functions, supporting the Governance and Scrutiny Lead and working in accordance with service priorities and organisational requirements. Key responsibilities, inter alia, will include:

· Contributing to the administration and coordination of governance and scrutiny processes across the full decision-making cycle, ensuring delivery in line with relevant requirements and standards
· Providing support to the Governance and Scrutiny Lead in the delivery and ongoing development of governance and overview and scrutiny arrangements
· Assisting in the organisation and facilitation of meetings, workshops, evidence sessions and other governance-related activity, ensuring appropriate administrative and logistical support is in place
· Supporting the flow of information across the organisation to enable effective governance, scrutiny and decision-making processes, ensuring the timely progression of business
· Maintaining appropriate records and systems to support governance, transparency, compliance, audit requirements and accountability
· Contributing to the consistent application and continuous improvement of governance processes, procedures and working practices
· Responding flexibly to changing priorities and undertaking a range of governance, administrative and support tasks as required to meet service needs
· The postholder will be expected to follow management instruction and direction in support of the effective delivery of statutory scrutiny, governance and decision-making functions


	3. Role Responsibilities

	
· The postholder will work within established procedures, exercising judgement to organise and prioritise their workload and support the delivery of governance, scrutiny and decision-making processes.

· The role does not involve direct decision-making authority but contributes to ensuring that governance and scrutiny processes are administered effectively, consistently and in accordance with relevant statutory and procedural requirements

· The postholder contributes to the integrity, transparency and reliability of governance, scrutiny and democratic arrangements, where accuracy, timeliness and appropriate handling of information are essential.

· The role requires effective working relationships with Members, officers and a range of stakeholders, maintaining professionalism, discretion, impartiality and a non-political approach at all times

· No budget or line management responsibility



Person Specification
	 Qualifications
	E = Essential
D = Desirable 

	Degree (or expected to obtain) in Law, Politics, Public Administration, Public Policy, Social Sciences or a related discipline

		E

	Evidence of academic interest in governance, public policy or democratic processes.
		D

	Relevant short courses, modules or training in governance / public sector (if applicable).
		D

	  Experience and Knowledge
	E = Essential
D = Desirable

	Understanding of the importance of confidentiality, professionalism and handling sensitive information

	E

	Experience (academic, voluntary or work-based) of organising tasks, meeting deadlines and managing competing priorities
	E

	Awareness of governance, democratic or public sector processes
	D

	Experience of supporting or contributing to meetings, group work or structured discussions (academic or workplace)
	D

	Understanding of working within structured processes, guidance or frameworks
	E

	Awareness of the role of scrutiny, accountability or assurance functions
	D


  
	 Skills, Abilities and Personal Attributes
	E = Essential
D = Desirable

	Strong organisational skills with the ability to prioritise competing tasks and meet deadlines for timely delivery
		E

	Clear and effective written communication skills, with good attention to detail
		E

	Ability to analyse information and present it clearly and accurately
		E

	Ability to work methodically and follow established processes and procedures
		E

	Good interpersonal skills and ability to engage professionally with a range of stakeholders
		E

	Ability to maintain discretion, impartiality and professionalism in a sensitive or political environment
		E

	Digital literacy, including Microsoft Office applications (Word, Outlook, Teams, Excel, PowerPoint etc.)
		E

	Willingness and ability to learn quickly, develop new skills and adapt to new systems and processes
		E

	Proactive approach and ability to respond flexibly to changing priorities and service demands
		E

	Ability to work independently with guidance, and collaboratively as part of a team
		E



	 Commitment and Behaviour Competencies
	E = Essential
D = Desirable

	· We do it when we say we will 
•	We aim for excellence 
•	We keep people informed 
•	We strive to learn and develop 
· We give and receive constructive feedback and act on it

· We treat others with respect and dignity at all times

· We will be open and honest in a respectful manner 

· We will maintain confidentiality

· We will ensure compliance with Corporate Governance procedures, procurement regulations and the Data Protection Act 

· We will behave according to the Employees’ Code of Conduct. 
	E
E
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Note: This Job Description is not exhaustive, and employees will be expected to undertake other responsibilities commensurate with the level of the post. 
For an informal discussion regarding the role, its requirements or queries, please contact the Governance and Scrutiny Lead at Kunwar.Khan@hullandeastyorkshire.gov.uk
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