Local Government Admin Occupations
Background

Over 2 million people are employed within local government in England and Wales, with occupations ranging from Teachers and Social Workers to Administrative Officers and Refuse Collectors.

According to the Labour Force Survey there are more than 450,000 employees working than administrative occupations within local government.

The largest occupational group is local government clerical officers and assistants with over 175,000 employees. Other large groups include General office assistants/clerks (50,000), Accounts and wages clerks, book-keepers, other financial clerks (35,000) and Personal Assistants and other secretaries (30,000). 
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Clerical officers and assistants

General office assistants/clerks

School secretaries

Accounts and wages clerks, book-keepers, other financial clerks

Library assistants/clerks

Receptionists

PAs and other secretaries

Filing and other records assistants/clerks

Communication operators

Typists

Database assistants/clerks

Counter clerks

Transport and distribution clerks

Legal secretaries

Telephonists
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Clerical Officers and Assistants
Includes basic administrative staff but we have evidence to suggest that some administrative staff are also performing roles as:

· Policy based officers

· Programme support officers (including program management)

· Member support officers

These could be “Public Service Administrative Professionals” but often the positions fall between the two groups with employees not performing at the “professional” level but still having some input into the development of policy, etc.

Often Member Support often requires a large administrative role as described within the clerical officers SOC group. However the occupation tends to require a higher entry qualification (typically a degree is expected) than the clerical officers. 
Accounts and Wages Clerks, Book-Keepers, Other Financial Clerks
Finance Officers who are not trained accountants and would not fall sensibly into any other group are similarly aligned to this group in terms of tasks undertaken. However, they are often required to have a minimum of four GCSE/S grades at C/3 or above, including English and Maths.
They also undertake certain aspects of Pensions clerks roles and Database Assistant/Clerks. Interestingly with the increased usage of management information systems we have noticed that HR specialists are becoming more aligned with Database management tasks. The qualifications for these roles are still expected to be degree level but they have job titles closely aligned to database clerks (e.g. data processor, workforce data assistant, etc.)
Typists
We have strong anecdotal and statistical evidence to suggest that “Typist” is no longer deemed as an occupation in its own right within local government. More often than not occupations that have the term typist in the title are combined with other jobs to make typist/receptionist or typist/admin assistant. The LFS has seen a notable drop in the number of recorded typists with the numbers dropping from over 6500 in 2001 to less than 500 in 2008 (a fall of over 90%)

Telephonists
Despite anecdotal evidence that suggests a significant rise in the number of local authorities using telephony staff to support front line staff the number of telephony staff recorded at national level has not increased. Indeed, the number of telephonists working in local government has only increased from 2,500 in 2001 to 2,800 in 2008. It should be noted that these figures are taken from the LFS which does not publish figures of less than 10,000 due to fears of unreliability.

Over the same period people who call themselves “customer service agents” or similar has more than doubled. We have anecdotal evidence to suggest that people are more inclined to record themselves as occupations involving “communication” or “customer service” as descriptors than “telephony” or “call centre”.

Annex A: Typical Local Government Administration Occupations

Administration

· Administrative Assistant 

· Administrative Officer 

· Committee Administrator 

· Office Manager 

Democratic Services

· Democratic Services Officer 

· Member Support Officer

· Elections Manager 

· Elections Officer 

· Executive Office Manager 

· Scrutiny Commission Adviser 

Development

· Community Development Officer 

· Economic Development Officer 

· External Funding Officer 

· Inward Investment Officer 

· Regeneration Officer 

Finance

· Accountancy Assistant 

· Budget Support Officer 

· Cashier 

· Finance Officer 

· Fraud Investigation Officer 

· Revenues Officer 

· Payroll Assistant 

· Payroll Officer 

Front Line Staff

· Call Centre Agent/Customer Service Adviser 

· Customer Services Assistant 

· Receptionist 

· Telephonist 

Legal

· Legal Assistant 

· Legal Officer 

Policy, Research & Review

· Best Value Officer 

· Contracts Officer 

· Policy Officer 

· Research Officer 

· Senior Policy Officer/Partnerships Development Officer 
Annex B: Example Local Government Job Descriptions 

Finance Officer

Daily Activities

Finance officers often act as line managers to accounting assistants and clerks and as such will have oversight of the basic accountancy functions:

· financial records 

· production and analysis of figures for the accountants or departmental heads 

· audit accounts 

· invoices 

· expenses claims 

· computerised accounting systems 

When accountancy assistants find mistakes or instances of mal-practice in invoices and expenses claims they refer them to the Finance officer for action. In addition they will help with larger issues that might have to do with the whole council or a large department such as social services. For example they may play a key role in dealing with the financial implications of purchase and monitoring of services for those in the community who have special care needs – wheelchairs for the disabled, the costs of running a residential home for the elderly and so on. They may be responsible for monitoring social care and staff budgets, payments to creditors and statistical returns. Sometimes they work in other directorates, like the fire service, which may not have a professional accountant on its pay roll, where they could have special responsibility for ensuring that salaries and suppliers are paid on time.

Entry Requirements

At least two years experience in an accountancy section.

Good information technology skills including financial software packages

Most councils will assume that you have gained a minimum of four GCSE/S grades at C/3 or above, including English and maths. A relevant NVQ/SVQ level 2 may be an acceptable alternative.

There is on the job training and finance officers may qualify as members of the Chartered Institute of Public Finance and Accountancy (CIPFA) or The Association of Accounting Technicians (AAT).

Estimated salary range

£19,700 - £27,000 rising to £34,400 - £37,900 for more senior/managerial positions.

Policy Officer

Daily Activities

Policy officers usually work closely with the chief executive, senior officers and elected members on specific projects. Duties vary dependent upon style of the council, and/or size of the policy unit. Tasks may include all or some of the following:

· conducting detailed investigations into the council, its policies, practices and procedures, recommending changes or improvements to elected members and/or the chief executive on key issues and problem areas 

· researching and evaluating the corporate impact of proposed/new legislation (both UK and European) and advising chief officers and/or elected members on requirements and strategies for implementation 

· working jointly with other professional staff within the council in the strategic planning processes and in the development of systems for effective control etc. 

· providing direct support to elected members, initiating effective training programmes and ensuring liaison through the relevant committees/working groups 

· ensuring that the councils’ services are responsive to community needs and that equal opportunity issues are identified 

· developing and maintaining effective external working relationships with such organisations and agencies as regional development agencies, regional chambers of commerce, hosing associations 

· co-ordinating and facilitating a corporate strategy for community consultation and partnership and ensuring that policies and services are researched, developed and reviewed in consultation with service users and community organisations 

· policy officers may also have direct responsibility for specific strategies of the authority such as health and safety. 

Entry Requirements

Although there are no statutory entry requirements, most policy officers hold a degree or equivalent level qualification. Degrees in Public Administration and Social and Economic Research are particularly relevant.

They require a good understanding of local government – its structure, how local authorities operate in practice, and the political process.

Estimated salary range

£23,400 - £27,400 possibly rising to £30,000+ in some areas.

Administrative Officer 

Daily Activities

An administrative officer’s main responsibility is to manage administrative systems and sometimes staff. Exact tasks vary but usually they include:

· assisting on a range of work in a project support capacity, 

· ensuring that the mail is opened and processed in good time, 

· checking that all the necessary typing is completed, 

· arranging managers’ meetings, 

· attending meetings and taking minutes, 

· maintaining filing systems, 

· word processing a wide range of material such as reports, memos and contracts of employment, 

· organising staff rotas and holidays, and rearranging their schedules when someone is sick, 

· taking disciplinary issues to human resources, then working with them to sort the problem out, 

· interviewing staff on a regular basis, identifying training needs, 

· research and analysis, 

· filling in for other members of staff in their absence. 

Entry Requirements

There are not usually any specific academic qualifications, although a good general education is preferred. Most councils ask for GCSEs/S grades including English and maths. GNVQs/GSVQs or NVQs/SVQs are acceptable alternatives. Sometimes, relevant experience of office systems is more important.

You may need previous experience of supervising staff.

You may be able/expected to work towards NVQs/SVQs.

Estimated salary range

£14,200-£22,000 per year depending on responsibilities.

Democratic Services Officer 

Daily Activities

The main purpose of the job is to provide administrative and managerial backup to the head of democratic services who is empowered to ensure that the council functions in an open and accountable way. This means advising council committees and working parties on correct procedures, relevant legislation and interpretation of standing orders - what can and cannot be done - notifying them of decisions taken and action to be followed. There is a great deal of committee work and ‘political’ negotiation with a responsibility for setting up meetings, educating officers, members and external bodies about what it means in detail to run a democratic local government system. This will entail close working with the managers of town centres who have close contact with members of the public and meet their grievances head on. Officers will also service meetings of quasi-judicial bodies such as those called to look at education admission appeals – where parents concerns about what schools their children have been allocated to attend or are excluded from are considered. The democratic services officer gives advice to these bodies in accordance with relevant legislation, internal procedures and natural justice. Within this, there are other specific duties, which include:

· developing a detailed knowledge of local government administrative law 

· preparing reports of committee outcomes for the Chief Executive 

· researching and preparing replies for signature by the Leader of the Council, the mayor and others 

· encouraging public and stakeholder involvement in town centre forums 

· monitoring understanding of the democratic functioning of the council 

· developing new ways of getting the community involved 

· taking part in initiatives linked to performance regulation and efficiency 

· undertaking duties in connection with health and safety legislation and equality of opportunity. 

Entry Requirements

A degree or equivalent is essential.

Experience in local government – in drafting letters, reports, servicing committees, working parties and quasi-judicial meetings - is required. To be appointed at the higher end of the career grade you would be expected to be a good meetings administrator. You may also have ICSA qualification or equivalent.

Qualification and non-qualification training is given both in-house and via external short courses.

Estimated salary range

Variable between £15,000 - £25,000.
