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Job title: Democratic & Governance Officer Apprentice 
Directorate/Service/Team: Legal & Democratic Services / Democratic Services Team

Organisation structure 
Reporting to: Democratic Services Team Leader
Responsibility for: No direct supervision responsibilities

Context of work
Dorset Council has 82 elected councillors, known as ‘members’ and one of the key roles of councillors is to make decisions on the council’s budget, strategies and policies for all of the services provided by the council.  In order that these decisions are made in the most effective way the council has a governance structure that sets out how the decision making processes will be dealt with by committees.  The role of the Democratic Services Team is to ensure that these committees operate in accordance with the council’s constitution and to manage the committee process by producing agendas and to record decisions by producing a set of minutes for each committee meeting.  In addition to the formal committee meetings there are also informal working groups comprising of members and officers that are administered by the Democratic Services Team.  The Democratic Services Team undertakes a wide range of administrative tasks associated with managing the democratic process of the council, including providing support to councillors in their role, supporting officers of the council and dealing with enquiries from the public.  The Democratic Services Team uses a committee management system called Modern.gov, it will therefore be essential for the post holder to have the necessary IT skills to learn this system. 

The postholder will undertake a Level 3 apprenticeship in Business Administration to help learn and develop the required skills of a Democratic Services Officer. On completion of the apprenticeship, which takes 18 months, the postholder will gain a professional qualification in Business Administration.  With an apprenticeship the postholder will receive 20% off the job training to undertake the apprenticeship. 

This post is a great opportunity for anyone wishing to work in Local Government or to advance their career in a specialist administrative role.  

Travel requirement
There is a requirement for the postholder to hold a driving licence as attendance at committee meetings held away from County Hall is required.

Other information  
The ability to converse at ease with members, officers and customers and provide advice in accurate spoken English is essential for the post.

Some contacts with the public can potentially be difficult therefore a level of personal robustness is required for this post.
 
This post will be subject to a basic DBS check.




	Context statement prepared by:

	Manager
	Democratic & Governance Team Leader 
	Date
	14.10.26



[image: ]
image1.jpeg
Context statement

To accompany job description and person specification when required





image2.jpeg
Dorset

Council

=





