
CANDIDATE BRIEFING PACK 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

Director of Governance & Development 

(Monitoring Officer) 

 
 

Prepared for Cotswold District Council 

 

 

 

 

 

 

September 2021 
 

 

 

 

 

 

 

 

 

 

 

 
FIND | EXCITE  | SECURE 



© Penna 2020 - Confidential  

 

 

 
 

 
 

 
 

1. Welcome letter 

2. About Cotswold 

3. Job Description 

4. Structure Chart 

5. How to Apply  

 

 

 
Contents 



Dear Candidate,        

Many thanks for your interest in the role of Director of Governance and Development. 

For anyone that wants to make a lasting impact in a fast-moving and dynamic environment, Cotswold District 

Council is a great place for your next career move.  

If you’ve looked at our Corporate Plan, you’ll see we’re an ambitious Council that likes to get things done. 

We work well with others, where partnership and collaboration is the name of the game. 

The role will therefore suit people with either a public or private sector background, looking for more than a 

‘traditional’ local authority Monitoring Officer position. You’ll be able to operate successfully at a strategic 

level, whilst being able to keep an eye on the detail. 

This is a fantastic opportunity to be part of a forward-thinking Council that’s always ready to embrace new 

ideas. So if you’ve got what it takes, I’d love to hear from you. 

 

I wish you the very best of luck with your application.  

  

Robert Weaver  

Chief Executive, Cotswold District Council                       

       

As Director of Governance and Development, you’ll be a pivotal part of the Corporate Leadership Team, 

working closely with the Chief Executive, the Deputy Chief Executive, elected members and our partners to 

deliver our priorities. 

 

This role includes responsibility to discharge the statutory duties as the Council’s Monitoring Officer, but it’s 

much more than that. Yes, you’ll use your aptitude and experience to ensure we deliver in accordance with 

the law and principles of good governance, but this role provides an opportunity to really shape and influence 

how council governance operates, bringing your ideas and creativity to the table, and implementing best 

practice.  

 

As well as delivering our Corporate Plan, I’m keen to ensure elected members have holistic training and 

development opportunities, enabling them to be the best they can be in their roles on Committees, as 

Portfolio Holders and as business and community champions. The Director of Governance and Development 

will take the lead on bringing this to fruition. 
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Job description and employee specification template 

 
Job title: Director – Governance and 

Development (Monitoring Officer) 
Location:  Cirencester 

Reports to:  Chief Executive Working hours: 37 per week   

Job number:  Salary  85,000 

Supervises:  Acting Head of Legal Services 

Purpose: Directors are responsible for the corporate management of a range of Council services 

providing strategic policy direction and leadership. They support the Cabinet and Corporate 

Leadership Team, to achieve the aims and desired outcomes of the Council, Cotswold District 

communities and partners.   

 

Directors provide a strategic link between the desired outcomes of the Council and the 

strategic and operational management within the Council’s service delivery companies, 

particularly Public Group Support Ltd and Ubico Ltd.  Directors are responsible for monitoring 

the performance of the two Council owned companies and advising the Council accordingly. 

 

This role also fulfils the statutory role of the Monitoring Officer for the Council. 

 

 

 

Key 

responsibilities:  

• Work jointly with Chief Executive and Deputy Chief Executive as a member of the 

Corporate Leadership Team to achieve the Council’s priorities and goals;  

  

• Develop effective partnerships and collaborative working in order to achieve the Council’s 

vision;  

 

• Develop an innovative and commercial approach across the Council and within your 

specific service areas;  

  

• Champion continuous improvement and transformation of your services using systems 

thinking or other evidence based principles around customer/client purpose;  

  

• Take joint responsibility as part of the leadership team for delivering the whole Council 

budget and savings/revenue generation targets.  

 

This job description sets out the key outcomes required. It does not specify in detail 

the activities required to achieve these outcomes. 

 

Specific service areas which are the responsibility/oversight for this post are:  

  

• Legal services  

• Democratic Services  

• Member development 

• Supporting the Elections team and processes 

 

As Director – Governance and Development, the post holder will be responsible for ensuring 

that: 

 



 

 

Human Resources Internal Support 

1) The Council has effective corporate governance arrangements in place through the 

leadership and management of a range of corporate services. The post holder will 

discharge the statutory duties of the Monitoring Officer, and if appropriately qualified, 

support the Head of Legal Services & Deputy Monitoring Officer with the provision of 

legal advice. This will ensure that the Council fulfils its lawful obligations, statutory 

duties, and performs its functions and activities in accordance with the law and the 

principles of good governance.  

 

2) There is an effective, robust and ongoing process and programme of elected member 

training and development in place to ensure members are best placed to serve the 

council. This will include taking a ‘lead officer’ role working closely with the Head of 

Legal Services & Deputy Monitoring Officer, Democratic Services Manager, Cabinet 

and Committee Chairs, to ensure effective measures are put in place. 

 

General Accountabilities 

 

• Provide advice and recommendations to the Corporate Leadership Team and elected 

Members on significant policy decisions or complex and contentious matters within the 

post holder’s service areas and areas of expertise;  

 

• Along with the Chief Executive and Deputy Chief Executive, take direct ownership for the 

delivery of a number of specific Corporate Plan priorities; 

 

• Develop relationships both internally and externally to maximise opportunities for 

collaboration and integration; 

  

• Contribute to the corporate management of the strategic risks facing the council;  

  

• Represent the council at regional/national level within your services areas and areas of 

expertise;  

  

• Promote and exemplify robust decision making which is open, inclusive, flexible and 

responsive;  

 

• Embed a culture that places customers first, adopts a can-do approach and focuses on 

good outcomes in our communities;  

 

• Provide timely and appropriate legal advice and establishing legal frameworks and 

procedures to regulate its decision making and ensuring that the Council and its Officers 

act lawfully and that the Council has an ethical framework so as to maintain high 

standards of conduct.   

   

• Ensure the provision of efficient and effective management and administration of the 

decision making process of the Council, key partnerships and Committees and other 

meetings as required.  Monitor and provide advice on the Constitution and Standing 

Orders and ensure that the Council operates its decision making in accordance with these 

and relevant legislation.  

  

• Provide the Council, Cabinet, Committees, Members and Officers with support and advice 

on democratic, governance and legal matters.  

 

• Provide and lead effective scrutiny of the Council and its partners, providing guidance, 

advice and research for members in fulfilling the scrutiny function.   



 

 

Human Resources Internal Support 

 

• Provide oversight and managerial support to the Council’s Legal Services team.  

• Take the lead supporting role for the Council’s Overview and Scrutiny Committee 

 

Statutory responsibilities of this post:  

  

This post has the statutory responsibility as Monitoring Officer, as defined by the Council’s 

constitution to:  

  

• Act as the Monitoring Officer in accordance with Section 5 of the Local Government 

Housing Act 1989 and the Constitution  

  

In addition the post holder will:  

  

• May be required to act as one of the Council’s Deputy Returning Officers, as determined 

by the Chief Executive 

• Act as the Senior Information Risk Owner for the Council (SIRO)  

• Be the strategic legal advisor to Cabinet, Council and Corporate Leadership Team  

  

• Ensure effective performance management arrangements are in place within Legal and 

Democratic Services to achieve the Council’s corporate aims and compliance with 

statutory and locally agreed performance indicators.  

• Lead the development, delivery and on-going review and communication of legal and 

democratic processes, aligned with the Vision, Aims and Priorities of the Council as set out 

in the Corporate Plan.  

  

• Ensure that services are designed to deliver the Council’s Vision, Values and Priorities as 

set out in the Corporate Plan with the community of the Cotswold District placed firmly at 

the centre of this Vision.  

 

• Facilitate and enable related transformational change across the organisation through 

timely and relevant activities and interventions. 

 

•  Work to add value to, and be a valued member of the team, and to be valued by 

customers 

 

• The post holder is responsible to maintain a safe working environment and ensure as 

reasonably practicable that safe working practices are adopted by employees within this 

work environment 

 

• Work in compliance with the Codes of Conduct, Regulations and policies 

 

• Exercise proper and absolute integrity in respect of all confidential matters and the 

confidentiality of personal and sensitive information; 

 

 

Essential 

requirements, 

qualifications, 

skills and abilities:  

 

Qualifications 

In addition to the qualifications, knowledge, and skills required for roles at this level, this role 

requires: 

 Postgraduate degree in a related discipline or equivalent relevant experience;  

 Evidence of post qualification personal and professional continued development;  
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Experience 

 Substantial experience of providing strategic legal/governance advice to a large and 

diverse organisation. 

 

Skills 

 Good level of IT skills - MS Office 

 Communicates effectively at all levels (excellent verbal and written skills)  

 Achieves results through others  

 Is customer focussed, responsive, and co-operative with customers 

 Is proactive and self-motivated 

 Prioritises and meets tight deadlines 

 Is flexible 

 Works together with employees, colleagues and customers to resolve problems and 

implement change initiatives 

 Ability to maintain confidentiality in accordance with Data Protection 

Desirable 

requirements 

qualifications, 

skills and abilities: 

 Qualification to practice as a Solicitor or Barrister (highly desirable) 

 Experience of working within the local government/public sector environment 

 

Special conditions: 

 

 

 

 

 There may be a requirement to work at other locations to meet the needs of the business. 

 Expected to work reasonable additional hours in line with the needs of the service 

 You will need use of a car for work purposes need use of a car for work purposes. 
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This guidance contains important information to help with your application: 

 

 Please apply by submitting a CV and Covering Letter (no more than four sides of A4 in length per 

document aligned to the person specification). Please also include your contact details. 

 Please ensure all gaps in employment and education history are fully explained on your CV; we 

may wish to verify this information during the recruitment process. 

 Please provide the details of two referees. Note that we will only approach referees for candidates 

proceeding to final selection and only with your permission. Please clearly indicate whether we 

can approach each referee before the selection date. 

 Please ensure that you address the key requirements as set out in the person specification. These 

competencies will be used as part of the assessment process. 

 Please complete the Equal Opportunities Monitoring Form when you upload your details. We are 

keen to ensure that all our jobs are accessible to all members of the community and use this data 

to monitor our progress in doing this. 

 Please return your application by the closing date – no applications will be accepted once the long 

listing process has begun. 

 Following long listing, you will be contacted directly by a Penna consultant to update you on the 

status of your application. 

 

The following timetable sets out the key dates in the recruitment process: 

 

Stakeholder panel 

Final interviews with members 

 

To apply for this role, please click the link below: 

https://execroles.penna.com/ 
 

Please note that the preliminary interviews will be held via a virtual video conferencing platform. The 

format of the final interview process is to be confirmed as soon as possible. 

 

For further information or a confidential discussion, please contact Az Ahmed on 07717 810 481 / 

az.ahmed@penna.com 

 
How to Apply 

Timing Activity and Dependencies 

Sunday 3rd October Closing Date  

w/c 11th October Technical interviews  

w/c 1st November         Psychometric assessment 


