
Standards Officer JD 
 
Job description 
We are seeking a professional and well-organised Standards Officer to support and advise party officers 
responsible for overseeing standards and discipline, and for resolving complaints and disputes. The 
post-holder will deal with questions which may arise concerning the Liberal Democrats constitutions, 
internal rules and procedures. 

The Standards Officers support the recruitment and training of party members to perform designated 
functions including conciliation, mediation, arbitration, investigation and adjudication. 

We are looking for someone with a strong intellect, independent mind, integrity, discretion and probity.  

Key Responsibilities 

1. Advising party officers and members on all issues relating to standards, ethics, codes of conduct, 
rules and regulations 

2. Dealing with relevant enquiries and correspondence 
3. Receiving complaints or appeals which come in to LDHQ and ensuring their timely direction to the 

relevant responsible individuals 
4. Operating and maintaining a comprehensive ‘case management system’ 
5. Assisting with the convening of appropriate meetings and hearings 
6. Maintaining comprehensive records of all relevant proceedings and decisions 
7. Ensuring the issue of formal notifications of all decisions made in resolution of complaints, 

appeals, challenges, disputes or enquiries 
8. Working with Parliamentary, local government or other public authorities on standards issues 
9. Liaising with and responding to the Committee on Standards in Public Life and other relevant 

external bodies, including drafting evidence to be submitted on consultations as appropriate 
10. Acting as Registrar to relevant party Appeals Panels 
11. Assisting with internal party elections if requested to do so by the designated Returning Officer 
12. Liaising over complaints and internal procedures with the Pastoral Care Office, as requested 
13. Providing advice to party officers and members on the party’s Constitutions, Membership Rules, 

Disciplinary Rules and any other relevant procedures 
14. Maintaining the Party’s elected Interim Peers List and dealing with the House of Lords 

Appointments Commission as appropriate – in conjunction with the Leader’s Office 
15. Attending Federal and State Party meetings as required 
16. Maintaining a working knowledge of the obligations on political parties of both PPERA 2000, and 

data protection legislation, and assisting the PPERA Officer and Data Protection Administrator 
accordingly 

17. Carrying out other reasonable duties as directed by the Director of Operations or Chief Executive 

Person Specification 

We are looking for someone with a strong intellect, independent mind, integrity, discretion and probity. 
Because of the quasi-judicial nature of the functions being supported, the position will operate 
semi-independently from the usual chain of command within Lib Dem HQ.  

From time to time, the post-holder will find themselves on the phone to, or face to face with, aggrieved or 
angry party members.  The ability to deal sympathetically but appropriately with such people, without 
giving anything away or making promises, will be essential. 

The post-holder will have to be able and willing to undertake some evening and weekend work, to attend 
party conferences if required, and like all our staff to surge to 24/7 availability during elections. 

The post-holder will also need to have sufficient political understanding to be able to spot when the issues 
they are dealing with have the potential to trigger media or social media interest, and to advise and brief 
accordingly. 



Essential requirements 

1. Some understanding of the political and current affairs environment. 
2. Administrative experience of office record-keeping and/or case management systems. 
3. Intellectual confidence to research difficult issues and write complex reports. 
4. The ability to render sound advice, but to accept with good grace its sometimes not being taken. 
5. Tact, diplomacy, patience, resilience, integrity and discretion. 
6. Exemplary communication skills – both written and oral. 
7. The ability to deliver under pressure, and to deadlines, with instinctive attention to detail. 
8. Astute political judgement; and the ability to think ahead and anticipate. 
9. A commitment to the values and objectives of the Liberal Democrats. 
10. Law Degree or CILEx level 3, plus at least 2 years experience in a claims or regulatory 

environment 

Desirable skills & experience 

1. Some knowledge of working organisational constitutions, or quasi-judicial rules-based systems. 
2. Working within a membership-based organisation, preferably involving volunteers. 
3. Experience of convening, organising and recording formal meetings. 
4. Any experience of organising or delivering training would also be a distinct advantage. 
5. A collaborative working style – comfortable delivering through others. 
6. Ability to turn a hand to practicalities and ensure that things get done. 
7. Negotiation and influencing skills – especially when working without line management authority. 

 


