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JOB TITLE: 

Executive Assistant to the Leader of the Council
REPORTS TO:
Executive Lead Officer, Strategy, Governance and Law
_____________________________________________________________________

PURPOSE OF JOB
To manage and co-ordinate the office of the Leader of the Council to ensure the efficiency and effectiveness of the office through the co-ordination of activities.  Act as the focal point for communications with the Leader , identifing issues and problems which arise and resolving on own initiative or passing to the appropriate individual for action.  
PRINCIPAL ACCOUNTABILITIES
1. Provide comprehensive and proactive support and anticipate the business needs of the Leader, including preparing documentation to Council standards from input provided or on own initiative to meet the requirements of the author and the audience.
2. Provide a time management/diary service for the Leader, arranging and co-ordinating meetings and other appointments as required with a range of internal and external individuals, organisations and agencies, ensuring that adequate time is set aside for the Leader to achieve key tasks. 

3. Co-ordinate preparation of reports and prepare papers in advance for meetings, including preparing briefings with relevant information so that the Leader is fully equipped for each meeting.  Undertake research on specific topics, using initiative to source information which meets the requirements of the report or project.

4. Line management of the PA to the Committee Chairs

5. Perform detailed manipulation, analysis and / or evaluation of specialised information, highlighting and prioritising any issues for further investigation and preparing reports to support decision making.
6. Facilitate key working groups or meetings as required, setting and preparing agendas, taking and circulating minutes, ensuring all relevant information is readily available. 
7. Provide support to the Committee Chairs as required. 

8. Deal with all incoming correspondence, using own initiative to decide priorities, taking action as necessary, including preparing responses to routine matters.  

9. Maintain an awareness of current issues and related policies. 
10. Take initiative to proactively identify and deal with a broad range of issues and problems addressed to the Leader, judging when they should be dealt with by Senior Officers or other Members of the Administration, to ensure on-going efficiency of the office.

11. Maintain and develop effective working relationships with Members, Senior Officers and staff across the Council, with external partners and community representatives and other organisations in order to promote high standards of service delivery.  Liaise directly with elected Members and with senior officers on a variety of issues, e.g. to provide information on behalf of the Leader. Management of expenditure within agreed budget(s), including deploying small scale resources within defined limits to ensure operational and cost efficiency.

12. Take ownership of / co-ordinate ad-hoc projects as agreed with the Leader and co-ordinate others involved to achieve project goals. 
Equalities

To uphold and carry out the duties of the post with due regard to the City Council’s Inclusive Council Policy.

Health & Safety

To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.7 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
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	ESSENTIAL CRITERIA

	Job Related Education, Qualifications and Knowledge
	· Relevant knowledge gained through formal training equivalent to NVQ level 4, or the equivalent relevant experience.
· Good understanding of the function, aims, objectives and targets of the Council and how they relate to the national and / or political agenda.


	Experience

 .
	· Substantial proven secretarial experience at senior level.

· Experience of managing high volumes of work, ensuring quick turnaround and the meeting of tight deadlines

· Considerable experience of using relevant software packages for word processing, spreadsheets, databases and presentations.

· Experience of taking and producing accurate minutes and collating information for a range of high level and complex meetings involving senior internal attendees and Members.

· Experience of monitoring budgets, investigating and resolving anomalies with Finance department staff.

· Experience of working on own initiative when undertaking more complex research relating to a variety of topics, including interpreting and collating information and preparing briefing notes and reports in an accessible and relevant way.

· Experience of dealing appropriately with sensitive  issues/information/situations and maintaining disretion and confidentiality.


	Skills & Abilities


	· The ability to communicate straightforward information clearly, in person and in writing, including that which may be more complex and need careful explanation to ensure it is understood.
· Excellent literacy skills to, e.g. compose correspondence, undertake complex research using a variety of media, produce concise and approprirate written reports / briefings, that may include making recommendations.
· Excellent analytical skills, e.g. able to accurately summarise lengthly documents/reports into concise briefing documents.
· Strong organisational and time management skills to prioritise own workload, manage conflicting demands and identify urgent matters for the director’s attention.
· Demonstrate sensitivity, diplomacy and tact, particularly when dealing with more contentious issues, e.g. involving queries from Members or MPs.


	Equalities 
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy. 

	Other Requirements
	· To maintain an ‘open door’ approach to the Chief Executive with Members, managers and staff across the organisation. 
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