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Job Description 
	Job Title
	Member Support Officer

	Grade
	Band F 

	Reporting To
	Principal Member Support Officer 

	JD Ref
	BUS0215G


	 
Purpose

Reporting to the Principal Member Support Officer,the postholder is responsible for the provision of adminstrative and secretarial support, as directed, for all Wirral Council Members. Duties will include providing direct support to the Leaders of the smaller political groups, ensuring a pro-active, organised, coordinated, comprehensive and highly efficient confidential service is provided. You will also support the adminstration and co-ordination of applications for the Wirral Together Fund and be required to provide financial intelligence and administrative services which supports the functionality of Democratic and Member services. 

Main Duties And Responsibilities

Behavioural:
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Day to Day duties:
· Provide general and complex clerical and administrative support including; filing, photocopying, printing, booking rooms, making travel arrangements, preparing and processing invoices, assisting with corporate complaints and FOI requests, receiving visitors, organising refreshments as required, including, where necessary, assisting other Officers in the Member Support Team. 
· Ensure that a quality administrative support service is provided, including maintaining data systems. 
· Support with minute taking as and when required, providing direct support to Political Groups. 
· Work autonomously and oversee and administer the day-to-day services ensuring relevant financial approvals, policies, procedures and systems are complied with. 
· Process all invoices, payments and receipts, including cheques, BACS etc. and input transactions onto the local Accountancy System as the relate to Member Support 
· Assisting with maintaining budget control systems alongside the Principal Member Support Officer to facilitate the accurate monitoring of budgets and ensuring that correct procedures are followed. 
· To act as the first point of contact for Members enquiries and assist Members with enquiries relating to the Member Portal 
· Support the Wirral Together Fund including the administration and processing of applications. This includes offering support and advice to Members and community groups on the application/award process 
· Liaise with colleagues in Democratic and Member Services and the Office of the Chief Executive to ensure efficient management of governance and administrative procedures.
· Order all stationary supplies for Members and process all travel and subsistence payment requests.
· Administrative support with the planning and implementation of the new member induction programme and the member learning and development strategy. 
Compliance: 
· Adhere to, and comply with, all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
[bookmark: _Hlk142571170]Other: 
· As part of the Member Support Team, you will be required to provide cover for other members of the team to ensure all 66 of Wirral’s Members receive high-quality support to enable them to effectively carry out their role as elected representatives of their local community.   

Role Specific Knowledge, Experience And Skills

Qualifications
· Excellent literacy and numeracy skills to NVQ Level 3 or equivalent, or equivalent experience

Knowledge & Skills
Essential 
· Excellent interpersonal and communication skills with the ability to effectively communicate with a wide range of people both orally and in writing. 
· Knowledge of office procedures and systems, including keyboard and IT skills and the use of all aspects of Microsoft Office. 
· Excellent organisational skills and the ability to identify and manage priorities and adapt to changing circumstances and demands.

Desirable 
· Awareness of Health and Safety Regulations. 
· Willingness to work independently and ability to show initiative. 
· Knowledge and understanding of the handling of confidential and sensitive information and the General Data Protection Regulations/Freedom of Information Act. 
· Knowledge of local government and the role of members within a local authority.

Experience
Essential 
· Pro-active, effective and efficient diary and caseload initiation, planning and management. 
· Working in a multi-deadline environment with conflicting demands, using initiative and managing and prioritising workloads within strict deadlines and timescales. 
· Developing and establishing processes and procedures. 
• Working as a member of a team
Desirable 
· Office management.
· Working in a political environment within local government.

Additional Information 

· Ability to travel across the Borough and work from various locations. 
· Work hybrid, with a flexible working approach to accommodate service needs.

Approved By:  Jason Gooding 

Date Of Approval: 7 September 2026 





2

[image: A blue circle with white outline and a rocket and a person in a circle

Description automatically generated]

image2.jpeg




image3.png
#BETHE:
iDIFFERENCE:





image4.svg
                                                                                                                   


image1.png
©@ 00 O

ACCOUNTABLE AMBITIOUS RESIDENT PROFESSIONAL
FOCUSED




