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	Job Description

	Job Title:
	Senior Member Engagement Officer

	Directorate/Team:
	Member Relationships

	Location: 
	16 Summer Lane (Travel across the region as and when required)

	Responsible to:
	Member Relationship Manager

	Responsible for:
	-

	Key working relationships:
(internal)
	WMCA Senior Leaders, WMCA Officers (Cross Directorate), Strategic Lead (CExec/Mayors Office), Mayoral Office Members, WMCA Appointed Councillors and Governance Services & Scrutiny Colleagues, Communications Team. 

	Key working relationships:
(external)
	Local Authority (LA) Cabinet Members, LA Directors, LA Governance Managers, LA Scrutiny Chairs, Association Bodies (Centre for Governance and Scrutiny and ADSO), Other Combined Authorities, 470 Constituent Councillors and 476 Non-Constituent Councillors. 

	

	Purpose of the Post

	Manage and deliver effective engagement and collaboration with key stakeholders, including Elected Members and Local Authorities, ensuring the team is actively promoting and supporting continuous development and improvement and fostering a strong two-way relationship.
Prepare material, events and communication that promotes the work of the WMCA in an engaging way for members in relation to the role and purpose of the WMCA for the benefit of all parties and improved working relationships.
Manage the engagement with Members and Local Authority partners in relation to large corporate and political priorities (e.g. Bus Franchising) by supporting technical teams through the various internal and external decision-making process to achieve successful Board/Committee outcomes. This role acts as a key engagement lead across WMCA directorates, requiring political awareness, senior-level coordination, and the ability to represent the organisation confidently and professionally across a complex, high-profile stakeholder environment.

	

	Accountabilities 

	· Ensure the effective management and delivery of engagement projects in relation to corporate projects/priorities. 
· Manage and deliver engaging and relevant events, briefings, visits and communication material for elected Members on the work of the organisation.  
· Provide a high level of visibility within the organisation and advocate for the work of the team, ensuring the highest possible standards of work and performance in supporting delivery activities.
· Provide support to the Strategic Lead to build internal senior leaders relationships with local authorities. 
· Build strong relations with Local Authority governance, member support and chief executives office to be able to manage and deliver engagement across the region and to act as a point of contact for the teams when contacting the WMCA. 
· Act as a senior point of contact for Local Authority governance leads and Chief Executive offices, maintaining strong two-way working relationships that ensure the WMCA is viewed as an accessible and responsive strategic partner.

	


	Responsibilities

	Strategic

	· Identify, organise and manage key internal stakeholders within project teams to ensure that member and local authority engagement is mapped out, managed and delivered for significant organisational decisions. 
· Work with the Communications Directorate and Public Affairs team ensuring we have an integrated and responsive approach to our engagement and communication with local authorities.  
· Lead the delivery and coordination of:
· Councillor Visits
· Councillor Induction and Training
· Mayoral Councillor Surgeries
· Manage the delivery of Non-Constituent Chief Executive Engagement. 
· Ensure objectives and priorities are aligned with the WMCA’s Annual Business Plan.
· Work flexibly and with integrity to meet the needs of the whole organisation in relation to Local Authority engagement.
· Coordinate engagement with elected members and senior officers on politically sensitive projects (e.g. Bus Franchising), supporting successful Board outcomes.
· Gather, interpret, and share intelligence from Local Authority forward plans, Scrutiny work programmes and political developments to support proactive engagement.

	People 

	· Represent the interests and priorities of the Mayor and the Combined Authority, working closely with relevant teams to ensure clear communication to Local Authority Partners.
· Develop strong, effective, and influential working relationships, contributing to collaborative working across WMCA and the region.
· Provide informal coaching to internal colleagues on how to prepare for and engage with elected members and Local Authority stakeholders, contributing to consistent, high-quality external representation.
· Develop and maintain good relationships with external stakeholders, acting as an ambassador for WMCA to anticipate and resolve issues and conflicts from Members to foster a culture of collaboration and openness.
· Ensure that relevant Senior Leaders are appropriately briefed before engagements and relevant meetings at Local Authorities. 
· Occasionally support the attendance of the Senior Leaders at visits to Local Authorities in the Strategic Lead’s absence. 

	Operational

	· Coordinate team-wide engagement activity, ensuring delivery standards and expectations are met across all directorates and partners.
· Manage the details of key Local Authority contacts within our CRM system to ensure we engage those stakeholders and understand their view of the WMCA. 
· Use stakeholder insights and CRM data to identify engagement gaps and recommend improvements to the Strategic Lead.
· Track and evaluate the impact of Councillor engagement activity and report on trends to support continuous improvement and senior decision-making.
· Manage and support in the design and delivery of the Mayoral Cllr Surgery sessions. 
· Support the Member Relationship Officer and Customer Relations Team in responding to any complex Councillor casework and correspondence that may be received.
· Manage the evaluation of events, engagement and communications with Local Authorities and support the Strategic Lead in ensuring a culture of continuous improvement is adopted.
· Planning and delivery of member induction and ongoing member development and training.
· Support with identifying, planning, and delivering Member Visits to raise awareness of the work we do at the WMCA across the region. This will require liaising with third party contractors and external bodies.
· Monitor and report on opportunities for engagement via Local Authority Forward Plans and Scrutiny Work Programmes to improve the frequency of engagement.
· Support delivery of the stakeholder strategy for our constituent and non-constituent authorities, maximising opportunities to engage and build relationships with these key stakeholders. 
· Ensure that any WMCA reports being presented to Local Authorities are accurate and engaging alongside managing any follow ups that arise following a visit. 

	Financial

	· None. 

	Other 

	· Represent the WMCA in a professional and politically impartial manner.
· Respond rapidly to urgent operational or communications issues, including outside regular office hours working when required.
· Undertaking such tasks as may reasonably be expected commensurate with the scope and level of the role.



	Person Specification


	Candidates/post holders will be expected to demonstrate the following: 
	Essential / Desirable
	How Evidenced?

	Experience
	E
	D
	A*
	I*
	T*

	Evidence of working with and understanding Elected Member’s needs.
	X
	
	X
	
	

	Evidence of taking a senior role within multi-disciplinary teams to achieve a common goal.
	X
	
	X
	X
	

	Able to demonstrate an understanding of how scrutiny works in a local authority setting, and its impact on decision-making.
	X
	
	X
	X
	

	Evidence of working with and managing the needs of a variety of stakeholders
	X
	
	X
	X
	

	Able to demonstrate professional level written skills and coordinating responses to external stakeholders
	X
	
	X
	X
	

	Experience working in a political environment, able to demonstrate discretion and confidentiality when working with political figures and other senior stakeholders
	X
	
	X
	X
	

	Evidence of organising visits and preparing relevant briefing materials.
	X
	
	X
	
	

	Familiarity and confidence working with a CRM system (preferably Dynamics)
	
	X
	X
	
	

	Experience supporting senior leadership or political stakeholders across multiple departments or organisations, including coordinating briefings, visits or communications.
	X
	
	X
	X
	

	Skills / Knowledge
	E
	D
	A*
	I*
	T*

	Ability to act on initiative, to work under pressure and exercise own judgement
	X
	
	X
	X
	

	Good understanding of the organisational landscape of the local public sector in the West Midlands.
	X
	
	X
	X
	

	Highly developed communication skills with the proven ability to lead, influence, negotiate and challenge colleagues.
	X
	
	X
	X
	

	Ability to meet tight deadlines and prioritise a heavy workload
	X
	
	X
	X
	

	Ability to build collaborative, trusting and productive relationships across internal teams and external partners.
	X
	
	
	X
	

	Highly organised, able to prioritise and handle change, and be able to work effectively under pressure and to deadlines.
	X
	
	
	X
	

	Political awareness, with the ability to anticipate and respond to reputational risk in a high-profile public sector setting.
	X
	
	
	X
	

	Ability to communicate confidently and diplomatically with senior political figures and internal leaders in pressured situations.
	X
	
	
	X
	

	Ability to deal discreetly and diplomatically with commercially sensitive and confidential matters
	X
	
	
	X
	

	Awareness of the complexities involved in working within a combined authority, including the ability to exercise sound judgment.
	
	X
	
	X
	

	Ability to solve problems and offer solutions to difficult situations 
	
	X
	
	X
	

	Qualification / Education / Training
	E
	D
	A*
	I*
	T*

	Degree level of education or equivalent experience
	X
	
	X
	
	

	Relevant training or professional development in stakeholder engagement, governance, political communications, or public affairs (e.g. CIPR, LGComms, ILM).
	
	X
	X
	
	



*Key: A = Application, I = Interview, T = Testing/Assessment

	Core Expectations

	Health, Safety & Wellbeing
	All employees have a duty to take reasonable care for the health, safety, and wellbeing of themselves and of other persons who may be affected by their acts or omissions at work; and co-operate with their employer so far as is necessary to enable it to successfully discharge its own responsibilities in relation to health, safety, and wellbeing.

	Equality & Diversity
	Promote and champion equality and diversity in all aspects of the role.

	Learning & Development
	Participate in and take responsibility of any learning and development required to carry out this role effectively.  

	Performance Management
	Actively engage in the performance management process and take responsibility for managing performance outcomes.

	GDPR
	Ensure the reasonable and proportionate protection, processing, sharing, and storing of WMCA information in accordance with the relevant legislation, corporate policies, and in the best interests of the data subjects (Data Protection/GDPR), the WMCA, our partners, and the West Midlands, in all aspects of the role.

	Adherence to Policies 
	Be aware of and comply with all organisation policies.

	Other
	There may be a requirement to work outside normal office hours on occasion, including a requirement to work within stakeholder and partner offices within the WMCA constituent area on a regular basis.


	
	Values

	Our culture is underpinned by what we do and how we do it. Our behaviours outline the ways we need to work to deliver success, become truly inclusive, and make the organisation somewhere where everyone can give their best contribution.

	Value
	Competency
	Behaviour

	Collaborative
	Team Focussed 
	Works as part of team, managing and leading.

	
	Service Driven
	Customer, resident, and partner focussed.

	Driven
	Empowered & Accountable
	Takes ownership and leads when needed.

	
	Performance Focused
	Ambitious and going the extra mile.

	Inclusive
	‘One Organisation’ Mindset
	Believe in each other’s expertise.

	
	Open & Honest
	We do what we say we are going to do.

	Innovative
	Forward Thinking
	Embrace change and open to new possibilities.

	
	Problem Solving
	Go for clear and simple whenever possible.



	Additional Post Requirements

	Essential 
Car User
	Politically Restricted Post
	Disclosure and Barring Service (DBS)
	Vetting

	[bookmark: _Hlk169861293]Yes  ☐
	No  ☐
	Yes  ☒
	No  ☐
	Basic  ☐
	Standard  ☐
	Enhanced  ☐
	None ☐
	Yes  ☐
	No ☐




	Job Evaluation Details

	Date Evaluation Agreed
	JEP Reference
	Grade
	Job Family
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