Minutes of the Staffing Committee Meeting held at 7pm, 12th July 2016, at the Council Offices, Pentyrch.
PRESENT: -
Councillors: 

Stuart Thomas (Chairman), John Harrison & Chris Priday
ALSO PRESENT: -



Alec Davies (Clerk to the Council) 

APOLOGIES: -
Councillors:
Wynford Ellis Owen & Philippa Hill-John
51
To consider the existing job specification of the Clerk and any changes deemed necessary.
The Clerk had circulated the job description and a discussion ensued with members feeling that whilst the job description covered most of the role’s aspects it was necessarily long and could be perceived as daunting.  It was nevertheless agreed that certain additional duties needed to be added for completeness.  These were:

· Inclusion of social media issues such as FaceBook and Twitter, as well as the oversight, updating and monitoring of the web-site
· No account had been taken of the liaison role carried out by the Clerk in relation to Statutory Bodies, such as the Local Authority, Welsh Government, etc., with regard to consultation over the myriad of legislative or other functions, e.g. the LDP, Boundary Reviews, etc.  The work undertaken by the Clerk in conveying the views of the Council to these various bodies was important and needed to be included in the job description.

· Consideration was given to extending the hours of the Clerk to accommodate the extra duties undertaken in the previous 10 years, however the Clerk pointed out that whilst the functions appear under the job description of the Clerk there were many functions that could be delegated to the Admin Assistant and it may be that an increase in the Admin Assistants hours would be more appropriate.  Nevertheless, the flexibility could be written into any new contract to ensure the hours of both members of staff are appropriate to the role.

Clerk to arrange
52
To consider the essential and desirable personal specifications required for the Clerk’s role
Members felt that the existing Personal Specification was generic and appropriate to the role and required no alteration.

53
To consider any effect on the job specification of the Clerk’s Assistant.

It was felt that this had been covered under the Clerk’s role at the third bullet point above.

54
To consider the existing contract of employment of the Clerk and any changes required
A discussion ensued with regards to the change of working hours, perhaps over five days, and taking account of, for instance, the need of the successful candidate to accommodate school age children.  The Clerk pointed out that the flexibility of hours was already contained within the existing contract and any contract could be adjusted to the preferences of the successful candidate, within certain parameters.  The existing contract required 22 hours contracted work per week and the Clerk felt that this should cover most eventualities, without the need to be too prescriptive.  This was agreed.
55
To consider the application process and information to be submitted by applicants

After a discussion it was felt that an application form would be produced so that all potential candidates submitted the same information which would give a level playing field to applicants and assist in any subsequent shortlisting process that may be required.  It was agreed that the Clerk would download a generic application form, which could be adapted to Council’s requirements.  Clerk to arrange
56
To consider the advertisement for the role and the level of advertising needed

The Clerk had produced an updated advert, based on the advert for the role in 2005, in both English & Welsh and, following discussion, it was decided to delete some of the text as being superfluous and make it more eye catching and punchy.  Clerk to arrange
It was felt that the role needed to be advertised as widely as possible and whilst the noticeboards and web-site were obvious first choices, consideration should also be given to advertising within the SLCC, OVW, Welsh Government, CCC, RCT CBC, Vale of Glamorgan CC & Bridgend CBC.  In addition the advert should be placed within the Job Centres in Cardiff & Talbot Green and also the job section of the Western Mail, although it was recognised that this could prove to be expensive.  The Clerk advised he would cost this and advise the Committee.  Clerk to arrange
57
To consider the shortlisting and interview process and any training/update on employment law needed for the interview panel

The Clerk pointed out that the law on discrimination was very clear in relation to interviews and he had downloaded from the Government web-site details of how Employers can prevent discrimination in the selection process.  It was for this reason he had introduced selection panels and scoring sheets for each candidate, based on the job description and person specification, to ensure that all candidates were treated equally.  Nevertheless there are still pitfalls to be avoided and it was felt that the SLCC or OVW may have training courses available for the selection panel to attend prior to the interview process.  The Clerk was asked to look into this.  Clerk to arrange
The Committee agreed that the closing date for applications of 30th September was realistic as it facilitated the following:

· Any short-listing process to be undertaken in the week commencing 3rd October, 

· Interviews to be arranged for the week commencing 10th October in order that 

· The decision of the Staffing Committee is ratified by the full Council meeting on the 17th October.  

· This would allow sufficient time to check references in order to appoint the successful candidate before the end of October to give that person time, if required, to give a month’s notice to an existing job, in order to start on 1st December 2016.

There was no other business.
The Chairman thanked all members for their attendance and the meeting closed at 8.20 pm. 
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