
ABDA ITEM No.:..... .....

North
Lanarkhire

Council

Policy and Resources (Vacancy Monitoring) Sub−Committee
Request to Fill a Vacancy Graded NLCI2 and Above

Service: Corporate Division: Democratic & Legal

Section: Committee Services Post: Chief Committee Services Manager

Grade: NLCI6 Essential Qualification: Degree, SVQ4 or HND

Date vacancy occurred: 26 April 2014 Current Salary Scale: £47,772 − £53,727

Reason for vacancy:
Post currently vacant.

What are the consequences of not filling this post?
Management of the section not being in place (temporary measures are due to end in December 2014)
would have an adverse impact on the efficient operation of the Council's Committee Services in terms
of lack of leadership and direction.

What alternatives to filling the post have been considered and why is it considered that these
alternatives are not appropriate?
It is considered that there are no alternatives to filling this post. Management within the section has
already been reduced and not to fill the post would leave the section without the essential direction
and co−ordination required to ensure that it operates efficiently and effectively.

The following documents are enclosed with this form: (1)

1. Job Description
1'

2. Organisational Chart (detailing location of post in structure and (
including number of posts at same level)

I confirm that, for the reasons set out above, that the filling of this vacancy is considered esential.
Signature
Executive Director: Date: 3 ° k ('4
Human Resources use:
Date of Vacancy Monitoring Sub−Committee
APPROVE I NOT APPROVE I CONTINUE

Corporate Services
Human Resources
February 2014



North Lanarkshire Council

Job Description

Service:
Division:
Job Title:
Post Reference:
Responsible to:
Grade:
Conditions of Service:

Job Outline:

Corporate Services
Democratic & Legal
Chief Committee Services Manager

Head of Democratic & Legal Services
NLCI6
SJC

The Chief Committee Services Manager is responsible to the Head of Democratic & Legal
Services for the personal discharge, management and efficient administration of the
Committee Services Team within Democratic Services which undertakes a range of
functions.

Main Duties and Responsibilities:

Administering and providing a comprehensive committee and secretariat facility to
the Council, its Committees and Sub−Committees and other bodies such as the
Scrutiny Panel, Working Parties, Joint Committees or other joint working
arrangements with which the Council becomes involved or for which it undertakes
responsibility and, in particular, providing a clerk and adviser service on
administrative and procedural issues, co−ordinating all other advice to ensure that
members and officers receive appropriate advice at all necessary stages and
ensuring that all decisions taken are communicated appropriately.

2. Ensuring that meetings conform to all statutory requirements and, in particular, with
regard to the meetings of all bodies for which the team may from time to time be
responsible, that the Council discharges its responsibilities in terms of the Local
Government (Scotland) Act 1973 and associated legislation.

3. Supporting and advising Executive Directors, Conveners and Vice−Conveners on
the conduct of the business of the Committees, Sub−Committees, Working Groups,
Scrutiny Panels and other bodies with which they are involved.

4. Providing a full advisory role to members of the Council in the discharge of their
quasi−judicial functions.

5. Overseeing all issues and maintaining all records relating to members' interests and
implementing such procedures as the Council may adopt with regard to the Ethical
Standards legislation and associated Codes, Registers or other documentation.

6. Assisting in the organisation of, preparation for, and the conduct of elections of
various kinds, and in the undertaking of all or as many of the duties associated with
elections and electoral registration as may be required, and assisting the Returning
Officer in his duties.



7. Maintaining and reviewing the Council's Standing Orders, including Standing
Orders for meetings of the Council, its Committees and Sub−Committees, the
Scheme of Administration and other related documents such as the list of delegated
powers to officers.

8. Co−ordinating the development and maintenance of appropriate systems and
processes to ensure an effective and efficient delivery of the Council's committee
and minute administration functions.

9. Ensuring that the Council discharges its statutory obligations with regard to the
preservation and management of all records relating to the decision−making
processes of the Council and of such records relating to the decision−making
processes of any predecessor authority of the Council as may be transferred to,
acquired by or placed in the custody of the Council.

10. Co−ordinating the development of the most appropriate methods of information
storage and retrieval, including the development and operation of a full computer
based text retrieval system covering all meetings of the Council, its Committees and
Sub−Committees.

11. Recording, retaining and maintaining records of all appointments made by the
Council to outside bodies.

12. Maintaining a central record of, and keeping under review, all delegations made by
the Council.

13. Discharging the responsibilities of the Executive Director of Corporate Services
under the Council's Standing Orders Relating to Contracts and Financial
Regulations, including maintaining the Register of Tenders, overseeing the receipt
and opening of all tenders and processing the acceptance of tenders for all
contracts over amounts prescribed from time to time and, in so doing, ensuring that
all such arrangements for the purchase of goods or services or the placing of
contracts are undertaken in accordance with all legislative requirements and the
Council's Financial Regulations and Contract Standing Orders.

14. Promoting Road Traffic Orders and other similar subsidiary legislative requirements.

15. Administering the Council's Scheme for Community Councils, including the
provision of support, resources and advice to enable Community Councils to
discharge their responsibilities and perform their duties.

16. Providing full administrative support to the Children's Panel Advisory Committee
and its Sub−Committees, including recruitment, training and oversight of the work of
all members of North Lanarkshire Children's Panel.

17. Administering Children's Panel members' and safeguarders' expenses.

18. Co−ordinating the work of the Council under the Safety of Sports Grounds Act 1975
and the Fire Safety and Places of Sport Act 1987, including certification of
designated grounds and grounds with regulated stands.



19. Providing and co−ordinating the publishing, both in electronic form and otherwise, of
information on the Council's decision−making processes and the membership of the
Council.

20. Developing and maintaining the timetable of meetings of the Council, its
Committees and Sub−Committees and maintaining a master meetings diary,
including a booking system for meetings accommodation within the Council's
headquarters.

21. Co−ordinating the activities of the Council with regard to, and providing full
Oresponses to, all approaches received from the Scottish Public Services
Ombudsman.

22. Such other administrative duties as from time to time may be allocated.

The post−holder will also −

(a) ensure that all staff for whom the post−holder is responsible receive the
direction and training necessary for the effective running of the team, foster
skills development and Best Practice and assist to devise and monitor a
programme for the development and training of all staff within the Division;

(b) help to secure, within the resources available, a responsive, effective and
efficient service in the areas of work and discipline for which the post−holder
is responsible and provide the best available professional assistance and
advice to the Head of Democratic & Legal Services within a changing
economic and legislative environment;

(c) keep abreast of best professional practice and monitor performance
regularly, together with methods and systems of working within the areas of
work for which the post−holder is responsible, to ensure that Council policies
and programmes are being met;

(d) assist in the preparation and development of a Service Improvement Plan,
both for Democratic & Legal Services and for the Council's Corporate
Services which will review the needs, requirements and objectives of the
service, review performance and set out a forward programme of key tasks
and performance targets for all aspects of the service;

(e) participate positively in the Council's corporate approach, assist in work of
other Council Services and such Council Committees, Sub−Committees and
Working Parties as may be required and undertake such delegated duties as
may be decided by the Council or such other duties as may be required by
the Executive Director of Corporate Services or the Head of Democratic &
Legal Services;

(1) undertake such duties and responsibilities as may be required in terms of the
Health and Safety at Work Act 1974;

(g) manage, lead and motivate and supervise, co−ordinate and control the work
of the staff within the team for which the post−holder is responsible and assist
in the management of the Democratic & Legal Services Division of the



Council's Corporate Services, including the responsibilities of the Division for
budgetary and personnel matters relating to the Council's Corporate
Services;

(h) deputise for the Head of Democratic & Legal Services and represent the
Council's Corporate Services and the Council as necessary, including
attendance at conferences, seminars, meetings, public inquiries and
tribunals, and liaison with such agencies, organisation and government
departments as may be necessary;

This job outline is intended to indicate the broad range of responsibilities and
requirements of the post. It is neither exhaustive nor exclusive but, while some
variation can be expected in particular duties, the outline is considered to provide a
reasonable general description of the post.
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