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[bookmark: _Hlk153375245]Job description

	Date:
	17 February 2026


____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post number:

	DEMBS002


	Section:

	Democratic Services and Governance  

	Job title:

	Democratic Services Support Assistant  

	Grade:

	Grade 4


____________________________________________________________________

Main purpose of job

Responsible to the Democratic Services and Governance Manager / Democratic Services and Governance Coordinator for the administration of the democratic business of council, supporting effective governance in accordance with Standing Orders and any relevant regulations and legislation.

Responsible for supporting a comprehensive quality support service, including the provision of information and advice on matters relating to all aspects of Elected Member requirements within Belfast City Council, in conjunction with the appropriate officer. 

Supporting the democratic methods and practices, contributing to the development and implementation of improvements, as appropriate, to the service plan including service’s digitalisation, process definition and governance within Democratic Services, to maximise its efficiency and effectiveness, in conjunction with the appropriate officer.

Support the operating and correctly configuring all Democratic Services audio, visual and other necessary equipment to support the democratic process of the council, to include broadcasting, remote meeting as and when required.

Support the Democratic Services and Governance Manager to organise all elections in respect of which the Chief Executive is Deputy Returning Officer, providing advice to members of the council and prospective candidates on election procedures.







Summary of responsibilities and personal duties

1.  Support the business of council, ensuring decision-making activities are effectively processed and delivered in accordance with the Council’s Constitution, Standing Orders and any relevant regulations and legislation, under the direction of the appropriate officer.

2.  Responsible for the administration and utilisation of all relevant systems within Democratic Services, including Modern.Gov; SharePoint; operating webcasting, audio systems, remote meeting set up to support the principals of open and transparent democratic accountability.

3.  Responsible to Democratic Services and Governance Coordinator to support the procurement of required digital and audio systems for Democratic Services, undertaking research, evaluation and making recommendations, in line with corporate and departmental policies and procedures, ensuring value for money. 

4.  Assist with the allocation of all equipment to Elected Members, in conjunction with Digital Services, to enable the discharge of their duties, reconciling all relevant expenses in line with council procedures, as directed.

5.  Provide comprehensive administration support to Elected Members within the remit of Democratic Services, adhering to council codes of conduct and maintaining political neutrality. 

6.  Assist with the planning and organising of Elected Member’s attendance at conferences, seminars, training and other events, in line with council procedures.  

7.  Assist with the reconciliation of Elected Member returns including travel, attendance records and associated expenses, submitting to appropriate council departments for processing and central Government Departments, Local Government Auditor and other public bodies as and when required. 

8.  Coordinate the ordering of stationery, equipment and appropriate supplies for the section and Elected Members, as required and in accordance with established procedures. 

9.  Assist with the development and documentation of key service improvements / processes and support implementation to ensure flexibility and consistency across the service. 

10.  Liaise with Facilities Management to coordinate the logistics of council, committee and working group meetings, including booking rooms, hospitality and room set up, in accordance with established procedures.

11.  Responsible for overseeing the servicing, hospitality and room set up of elected Member Party Rooms and the Members’ Common Room.


12.  Contribute to the information transfer and knowledge sharing on the governance and democratic process to Elected Members and council officers to promote consistency of the democratic process within council. 

13.  Contribute to the development of comprehensive processes for the service’s functions ensuring compliance with best practice within the council’s governance arrangements, in collaboration with the appropriate officer.

14.  Support the co-ordination of departmental information, freedom of information requests and departmental records management, as directed by the Member Services and Digital Support Officer. 

15.  Support the induction of new Elected Members, in collaboration with Member Services and Digital Support Officer and Corporate Human Resources, as required. 

16.  Act in accordance with the council and departmental policies and procedures including customer care; equal opportunities; health and safety; safeguarding and any pertinent legislation.

17.  Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management procedures as appropriate.

18.  Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

19.  Undertake such other relevant duties as may, from time to time, be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.









Employee Specification 

	Date:
	11 May 2026


____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post number:

	2439

	Section:

	Democratic Services and Governance Section 

	Job title:

	Democratic Services Support Assistant  

	Grade:

	Grade 4


____________________________________________________________________

Essential criteria

Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas:

a) providing administration and technical support for the business of committees or working groups and meetings of elected Members, senior executives, or Board members; 
b) working effectively with elected Members or senior executives and dealing with confidential issues and providing advice and guidance in relation to corporate practices and procedures; and
c) assisting with the design, implementation and review of administrative tasks and systems.

Desirable criteria

In addition to the above experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms: 

· in the first instance, can demonstrate, by providing personal and specific examples on the application form, at least two years’ relevant experience in each of the areas (outlined above); and
· in the second instance, have a minimum of five GCSEs (grades A-C) including English or[footnoteRef:1] equivalent qualifications. [1:  Equivalent qualifications may include candidates who have passed the council’s online computer-based assessment tests and been appointed to an administrative and/or clerical role within the council.
] 


Special skills and attributes
Applicants must be able to demonstrate evidence of each of the following special skills and at-tributes which may be tested at interview:
Communication and Influencing skills: The ability to win the support of elected members, senior managers and representatives of outside organisations through effective written and oral communication skills in both formal and informal settings.
Analytical and decision making skills: The ability to problem solve and exercise critical judgement in arriving at practical solutions, advice and recommendations.
Political sensitivity skills: The ability to show awareness and sensitivity in managing successfully within a political environment, including working effectively with elected members, statutory bodies and other organisations/agencies.
Work planning and organisational skills: The ability to organise and effectively prioritise work-load taking into account short and medium term goals in order to meet deadlines.
Customer care skills: The ability to build and maintain strong working relationships with relevant stakeholders with the awareness of the importance of responding to the needs of internal and external customers and the ability to be discreet, sensitive and maintain confidentiality.
Team working skills:  The ability to work individually and in a team to contribute to the success of the team and the achievement of objectives.
Information technology skills: The ability to use a range of standard office packages including word processing, spreadsheets and database packages.
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