

Role profile
Statutory Scrutiny Officer
· Grade: Grade 10
· Business area: Governance & Scrutiny
· Job title: Statutory Scrutiny Officer & Deputy Manager, Governance & Scrutiny
· Reporting line: Head of Governance & Scrutiny
· Team: Governance & Scrutiny
Job Purpose
To lead and manage the effective and efficient operation of the GMCA’s  scrutiny function managed in accordance with local government legislation, policies, practices and procedures.

To manage and coordinate correspondence for the GMCA and GM Mayor.
To contribute actively and effectively to the development of the service, its people and its performance.
To manage the development and implementation of the Devolution Trailblazer Scrutiny Protocol as it impacts on the GMCA Scrutiny and Audit Committees.

To deputise for the Head of Governance & Scrutiny in staffing and management arrangements and to deputise for the Head of Governance & Scrutiny as and when required.

Key working relationships
Greater Manchester has the most comprehensive scrutiny arrangements of all combined authorities.  The GMCA’s Scrutiny Function, in addition to a Joint Health Scrutiny Committee, gives the capacity and specialisation to address the increased volume of work flowing through the mayoral GMCA.
You will work with key strategic partners, including:

· Leaders and Elected Members of the Greater Manchester’s ten Local Authorities.
· Senior Managers of the Greater Manchester’s ten Local Authorities. 
· GMCA Senior and Extended Management Teams. 
· GM Health and Social Care Leadership Teams.
· Government Officials in relation to the Trailblazer Scrutiny Protocol.
Key Responsibilities
· Develop, shape and manage the effective and efficient operation of the GMCA’s  scrutiny function managed in accordance with local government legislation, policies, practices and procedures.

· Develop the GMCA’s scrutiny function to provide a balanced and achievable work programme, taking leadership for appropriate elements, coordinating contributions from colleagues and partners and supporting the production and presentation of reports, as appropriate.

· Provide independent advice to the chairs, vice chairs and members of scrutiny committees and task and finish groups on the successful operation of effective scrutiny arrangements. 

· Develop and support the GMCA’s Forward Plan of Key Decisions ensuring legal and governance compliance.

· Review the policies and performance of the GMCA and the Mayor and collaborate with Directorates to ensure the GMCA’s scrutiny function can undertake scrutiny in the early stages of the decision process. 

· Oversee and manage the development and implementation of the Devolution Trailblazer Scrutiny Protocol as it impacts on the GMCA Scrutiny and Audit Committees.

· Develop and maintain strategic relationships with officials in Government Departments, particularly, in relation to Devolution Trailblazer Scrutiny Protocol.

· Develop and maintain strategic relationship with the Mayor, elected members, GMCA and TfGM officers, external partners and other stakeholders. 

· As the Statutory Scrutiny Officer, provide independent advice to the Mayor, GMCA Scrutiny Members and GMCA and TfGM senior management teams on scrutiny and governance matters.

· Develop, support and implement the GMCA members allowances scheme, including acting as lead officer for the GMCA’s Independent Remuneration Panel.

· Manage members and Independent Members personal allowances, the GMCA’s Special Responsibilities Allowances Scheme for the Mayor and other members including the development and support of budget and payments systems.

· Identify and champion recognised best practice that would contribute in the delivery of the Authority’s scrutiny responsibilities. 

· Support excellent stakeholder relationships, including strong levels of engagement with the GM Local Enterprise Partnership, business, education and training providers, and other partners.

· Support the annual appointment process to the GMCA’s scrutiny committees, and substitute’s pool and deliver member training and inductions.

· Work with the Scrutiny members to develop and produce an annual review of the scrutiny function, which identifies achievements and areas that could be strengthened to make for a more effective function.

· Provide training to GMCA officers to promote the understanding of the GMCA’s scrutiny function and wider decision-making process.

· Work collaboratively with Greater Manchester’s districts on governance and scrutiny matters and actively promote and maintain networking opportunities to share good working practices, support the GM appointments process and to share information.

· Manage and monitor the correspondence process and system on behalf of the GMCA and the Mayor’s Office.

· Represent the GMCA as required on governance and scrutiny matters raising the profile and reputation of the organisation.

· Manage and support procurement and contract management relevant to the scrutiny, livestreaming and correspondence system.

· Develop and manage the GMCA Scrutiny policy work programme, including managing task and finish groups, policy training as required.

· Coordinate the work of the scrutiny task and finish groups, including providing policy advice, producing reports as necessary.

· Deputise for the Head of Governance & Scrutiny in staffing and management arrangements and to deputise for the Head of Governance & Scrutiny as and when required.


General
· The duties and responsibilities in this role profile are not exhaustive, and the jobholder may be required to undertake other duties within the general scope of either the level or nature of the post.

· This is a post which is politically restricted in accordance with the Local Government and Housing Act 1989.

· To hold yourself and others to a high standard of professionalism at all times, demonstrating your commitment to our values and behaviours as well as ensuring service confidentiality is maintained throughout all we do.

· Working with other teams internally and externally, ensuring collaboration is maximised and supporting on activity where appropriate.

· Ensure the services delivered internally and externally are inclusive and accessible, integrated with the service. 
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
Knowledge & Experience
Knowledge:
· Good understanding of organisational improvement within the public sector.
· Good understanding of the agendas and roles of national government departments, city regions and local authorities in driving forward the growth of city regions.
· A demonstrable track record in leading, managing and formulation of policies, practices and procedures for governance and scrutiny arrangements for a large organisation.

Experience:
· A track record of establishing successful working relationships, both internal and with partners in order to manage and deliver scrutiny reviews.

· A successful record of planning, prioritising and producing work to a high standard.

· A demonstrable record of report writing and making presentations at Board level.

· Experience of working in a political environment.

· Experience of working with senior political leaders and/or senior leadership teams.
Skills, Values & Behaviours
· Ability to develop, analyse and implement strategies.
· Ability to understand and operate within the context of GM’s ambitious strategic agenda.
· Knowledge of national legislation, policies and developments.
· Ability to work successfully with a wide range of people.
· Ability to lead and effectively manage the democratic process, with the political acumen and skills to develop productive working relationships with Greater Manchester Combined Authority members.
· Proven ability in establishing and maintaining professional, positive and effective working relationships with internal and external colleagues, taking a proactive approach to managing these relationships.
Ability to provide visible and supportive leadership, empowering, enabling, motivating and developing the workforce and fostering a positive organisation culture.
· Ability to propose, develop and implement effective strategies in pursuit of agreed goals and to make clear, informed appropriate and timely decisions.
· Highly developed presentation skills that are persuasive and influential on others.
· Excellent interpersonal and communications skills.
· Able to demonstrate discretion and maintain confidentiality.
· Flexible, innovative and persuasive approach.
· Ability to develop and maintain positive and collaborative working relationships. across the organisation and with external partners and stakeholders.
· Ability to problem solve and have a solution focused approach.
· Must be prepared to travel regularly across the Greater Manchester region.
· Ability to achieve results and outcomes through others.
· High level, effective written and oral communication and presentation skills.
· Ability to work in a pressurised environment and manage competing priorities.
· Ability to initiate and manage change.
· Ability to fully utilise office IT systems to perform this role.
Personal style:
· Ability to understand, demonstrate and apply the values of the CA.

FOR POLITICALLY RESTRICTED POSTS:
This post is a politically restricted post, as defined by the Local Government and Housing Act 1989 (as amended by Section 30 of the Local Democracy, Economic Development and Construction Act 2009) on one of the following grounds:
· the post is that of a Chief Officer or Deputy Chief Officer or
· the post has delegated powers to discharge the functions of the Authority; or
· the duties associated with the post include giving advice on a regular basis to the Authority, to Committees or Sub-Committees of the Authority (including member panels, Sub-Committees etc.) or to joint committees on which the Authority is represented or give advice to Executive Members, Committees or speak to the media.
The post holder has a right to appeal to the GMCA Chief Executive against the classification of their post as politically restricted.

Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.
