APPENDIX Bi

ROLE DESCRIPTION - ASSISTANTS TO CABINET MEMBERS

1 Assistants to Cabinet Members are Members appointed by the Cabinet to
work with a Cabinet Member or Cabinet Members and assist them with any
function except decision-making subject to the limitations below.

2 This includes taking forward particular projects or programmes. Most
Assistant posts will range across the functions of the Cabinet Member but it
is a matter for each individual Cabinet Member, after discussion with the
Leader of the council, to establish any limits or conditions on the ways in
which the Assistant will operate. Any limitations on the role of Assistant
which the Cabinet Member wishes to impose should be a matter of record,
to be copied to the Leader of the Council and the Monitoring Officer.

3 The role of Assistant to Cabinet Member does not attract a special
responsibility allowance.

4 Assistants to Cabinet Members may:

(a) Undertake specific task, research and investigations and attend
conferences, seminars and meetings, as requested by the Cabinet
Member, so as to keep abreast of current policy and development
initiatives.

(b) Attend Cabinet Briefings on behalf of a Cabinet Member.

(c) Attend (but not vote) at Cabinet meetings on behalf of a Cabinet
Member.

(d) Attend formal and informal functions on behalf of a Cabinet Member,
except for official openings or ceremonies or events where a formal
speech is required, in which case, in the event of the absence of the
Cabinet Member, the Lord Mayor or another Cabinet Member will
normally represent the Council.

(e) Formally speak at events and functions on issues within his or her area
of responsibility, where the Assistant has received a specific named
invitation to speak.

(f) Liaise with non-executive members in order to ensure that the Cabinet
Member is fully aware of issues which are conce5n to Members.

(g) Appear before a Scrutiny Committee where the Cabinet Member cannot
attend or where the Assistant has focused on the particular project or
programme. (However, the Scrutiny Committee may also request the
Cabinet Member to attend on a further occasions).

(h) Be a member of a Scrutiny Committee which does not relate to his or
her Cabinet Member’s portfolio.
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(i) Be a member of a Scrutiny Task and Finish Group.
However, an Assistant to a Cabinet Member cannot:
(a) Take decisions

(b) Deputise for a Cabinet Member at Council Meetings

(c) Be a member of the Scrutiny Committee which scrutinises his or her
Cabinet Member’s portfolio.
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