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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Graduate Trainee

GRADE:


Band 6

RESPONSIBLE TO:
Corporate and External Affairs Manager
Context

This post is for an initial two-year fixed term appointment.  There will be opportunities for the post holder to secure a permanent position after the two years, subject to performance, fit and Council priorities at that time.

The post holder will spend the first six months supporting the Strategy and Democracy Service, after which they will be deployed across the Council on a needs-basis.  Alongside this, the post holder will receive support, guidance and a range of corporate tasks from the Corporate and External Affairs Manager, to support the Council’s senior officer and political leadership in the delivery of the Council’s objectives.

This is a unique opportunity for a graduate to work with a range of teams across the Council, on a range of issues, and to support the Council’s senior decision makers on operational, strategic and policy matters.  The post holder will be given the opportunity to quickly develop a comprehensive understanding of the corporate workings of a local authority and develop skills in organisation, research, writing, communication, relationship management and experience of working in a political environment.   

The Council is looking for a motivated, bright and passionate graduate who wants to make a difference for the local community while also excelling in their own career.  This role offers the chance to work with a range of stakeholders, including Elected Members, residents, partner agencies and national government departments.  The post holder will get involved in a range of projects and tasks, and will be able to influence Council decision-making, operations and policy. 

Overall Objectives of the Post:

To work collaboratively to:

· Deliver a high-performing, efficient and consistent service in line with the Council’s objectives;
· Assist in supporting the governance and decision-making processes within the Council through excellent organisation skills;
· Help teams and managers fulfil their duties by providing first-class support and assistance where required;
· Produce and effectively use accurate information, including high quality briefings, presentations, research and policy projects;
· Play a key role, and sometimes take the lead on, corporate projects in line with the Council’s objectives.

Key Tasks of the Post:

1. To deliver a high-performing, efficient and consistent service in line with the Council’s objectives.  You will:

· Maintain an up-to-date understanding of local and national issues relevant to Council business. 

· Have the ability to understand the needs of a local community in the current policy context and the leadership role local government has through local democracy, community engagement, commissioning, partnerships, and direct interventions.
· Support the development of new ways of working by supportively challenging existing practices.

· Consistently display the highest levels of professionalism, integrity and standards always. 

· Make a positive contribution to corporate priorities and team working. 

2. To assist in supporting the governance and decision-making processes within the Council.  You will:

· Support the Strategy and Democracy Service in planning, administering and delivering key Council meetings, including executive and non-executive functions, and ensuring the Council complies with statutory responsibilities (for approximately the first six months in post).

· Support the Council’s senior leadership team by supporting the overarching strategic ‘forward plan’, including co-ordinating agendas and reports, attending meetings, providing briefings and being proactive in the production and following up of actions relating to decisions made.

· Proactively champion community engagement and involvement in the democratic process, including offering new insights into how things might be done differently.

· Support and liaise with a range of Elected Members and officers to ensure the highest standards of service and organisation are consistently demonstrated.

3. To help teams and managers fulfil their duties by providing first-class support and assistance where required.  You will:

· Act as a respected, reliable and professional corporate resource, able to multi-task and support on a range of issues.

· Be motivated and enthusiastic about providing a first-class service to those who require assistance or support. 

· Take pride in all elements of your work, from providing accurate, relevant and up-to-date information, to taking shared ownership to ensure tasks are completed to the highest possible standard.

4. To produce and effectively use accurate information.  You will:

· Support decision-making by producing high quality briefings, presentations, research and policy projects, using information that is up to date, accurate, accessible and understandable.

· Be able to identify, analyse and interpret relevant information from a range of sources to solve complex people/community centric problems and develop well-informed solutions.
· Prepare and present verbal and written reports to senior officers on complex policy issues.

· Demonstrate high levels of presentation and communication skills, and the ability to adapt your style depending on the audience and objective.

· Be able to analysis a large amount of complex information, then summarise and interpret it as appropriate for the specific audience. 

· Proactively liaise with a range of services and stakeholders to ensure the Council’s work is evidence based using the most appropriate performance and information sources. 

5. To play a key role, and sometimes take the lead on, corporate projects in line with the Council’s objectives.  You will:

· Be proactive and motivated by continuous improvement, value for money and excellence in service delivery.  

· Be able to work across teams and services within the Council, with Elected Members, and with a range of other stakeholders including residents, partners, national government and professional bodies.

· Be a ‘completer-finisher’ and be able to take an idea from initiation and follow it through to completion, drawing on support and guidance from across the organisation as appropriate.

· Display excellent organisation and project management skills.

· Be able to self-manage and operate proactively, at times with minimal guidance. 

· Provide change management, business process management and development capacity within the Council. 

The service will be offered across a variety of flexible times and occasional evening and weekend work may be required.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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