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Role Profile
	1.  Basic Details
	

	Job Title: Democratic Meetings Facilitator
	Date Profile Updated: 15/12/20

	Department: Student Voice
	Hourly Rate:  £9.50 per hour plus holiday pay

	2.  Reporting Structure

	Reports to: Student Voice Co-ordinator (Democracy and Governance)

Responsible for:  N/A

	3.  Role

	Purpose of role:
Facilitating the Student Union’s democratic decision-making meetings to ensure that meetings are run to time, that the meetings are effectively getting through business and that discussion and debate is inclusive.

	Key Accountabilities:

· To ensure that the Union’s democratic meetings are well run, productive, participative and inclusive. 
· To regulate the flow of discussion of the Union’s democratic meetings in line with the Union’s governing documents. 
· To keep any democratic meetings they are facilitating to time.
· To be familiar with the content of any motions or agendas prior to democratic meetings.
· To meet with the Student Voice Co-ordinator, or another appropriate member of staff, in advance of democratic meetings, where required, to ensure appropriate briefing or decision-making required before meetings.

	4. Role Dimensions

	Decision-making: 

· To make informed decisions to agree and finalise the order of motions (Ideas) on the agenda before each Union Council meeting.
· To make rulings on the suitability and relevance of questions asked by the Scrutiny Panel members or student attendees in relation to only asking Officers about their work on remit, manifesto and policy.

· To make decisions about whether to proceed with each individual motion presented at Union Council in order to keep the meeting to time.
· To make decisions about how many questions to accept from student attendees and Scrutiny Panel members during Scrutiny meetings in order to keep the meeting to time. 
· To undertake responsibilities in facilitating any meetings of Democratic Procedures Committee, should the Chair be found to be in breach of their responsibilities, and to be prepared should this occur at short notice

	Working with others: 

· To work closely with student panel members during Union Council to outline the implications of different decisions. 
· To ensure that voting in Union Council only takes place once every member of the student panel has indicated that they are ready to cast their vote.

· To clarify and summarise points made by students whilst remaining impartial in democratic meetings, to help the panels and members follow the discussion.

· To work closely with the Student Voice team to ensure ownership of gathering information and attending briefings in order to have good knowledge of the content of reports and motions for democratic meetings.
· To work with students speaking in Union Council and Scrutiny Panel and ask them to re-phrase or re-present arguments or ideas, where appropriate, to ensure attendees are all able to follow discussion.

· To collaborate with the committee members of Democratic Procedures Committee should they require guidance or support in lieu of their Chair, if need permits.

	Problem solving:

· To help deal with conflicts and help identify opportunities for consensus for the Scrutiny Panel, the Democratic Procedures Committee, or the student panel during Union Council meetings.

	Developing others:

· Not applicable.

	Planning and organising:

· To read and be familiar with the content of motions in advance of Union Council.

· To be familiar with the relevant Officer reports and their content in advance of each Scrutiny Panel pre-meeting.

· To prepare where possible, or otherwise familiarise themselves with motions and agendas of the Democratic Procedures Committee should their assistance be required for a neutral discussion

· To make any prior preparation, if appropriate, to help keep democratic meetings to time.

	Knowledge and expertise:

· Must possess excellent listening skills in order to assist in tasks such as summation of discussion and debate.

· Must have demonstrable knowledge of the University of Nottingham Student Union’s democratic processes or possess an ability and commitment to learning this quickly.

· Experience of facilitation and public speaking. An experience of knowledge of specific facilitation techniques would be desirable.

· Ability to summate debate or argument succinctly and effectively.

· Demonstrable experience in being able to remain impartial during conflict or disagreement.
· Demonstrable experience of assertiveness. 

	Other:

· Able to work flexibly outside normal working hours where required including evenings and weekends if necessary.

· Take the initiative on your own self-development to update and develop skills and abilities.

· Perform such other duties as may be necessary within the scope of the job to meet the needs of the department and Students’ Union as directed from time to time by the Student Voice Co-ordinator or another relevant member of staff within the department.  
· Through your work and approach you identify with the organisational values of equitable, brave, empowering, responsible and collaborative.

	5. Union People Policies

	· Work in accordance with the People Policies of the Students’ Union 

· Observe the Union’s Health and Safety policies and procedures including the assessment of risk.

· Observe and implement good environmental practices in line with Union/Company Policies.
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