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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: Executive Support Assistant
	POST NUMBER:  

	REPORTS TO: Principal Support Officer 
	

	DEPARTMENT: Chief Executive’s Office  
	GRADE: 6

	JE REF:
	3773
	PANEL DATE:
	10/03/2020

	1.
	MAIN PURPOSE OF JOB 

To provide high quality, confidential secretarial and diary support directly to the Director of Governance. Provide support to the Chief Executive, and Council Management team on a day to day basis. Working closely with the Principal Support Officer, Directors’ Executive Support Assistants and relevant departments. On behalf of the Council Management team, acting as a central point of contact for elected members, other council services and staff and external organisations.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	To plan and manage the Director of Governance’s schedules and workload priorities in order to ensure that targets and objectives are met. Assist with the planning and management of the Chief Executive’s schedule and workload priorities.

	
	ii
	To ensure that the Director of Governance is fully prepared for meetings by anticipating requirements and securing appropriate briefings and relevant information. To assist the Director of Governance in the preparation of presentations. 

	
	iii
	To input information on a computerised system, maintaining and querying computerised records and producing management information, as requested. 

	
	iv
	To ensure that all correspondence relating to customer complaints/enquiries is recorded and dealt with in line with relevant processes to ensure a speedy resolution. Dealing with the sorting, logging, distribution and tracking of mail.

	
	v
	To maintain filing systems, including the accurate archiving, collating and appropriate destruction of files.

	
	vi
	To deal personally with telephone enquiries from Elected Members, Chief Officers, statutory or voluntary agencies and members of the public without recourse to the senior staff wherever possible. To answer and respond to incoming telephone calls, responding to requests for information, where appropriate, transferring calls to other members of staff and taking accurate messages.

	
	vii
	To undertake photocopying and scanning of documents, ordering of office stationery and materials and undertaking other office routines.

	
	viii
	Generating standard letters, documents, reports and other forms of communication for circulation both within the Council and externally.

	
	ix
	To arrange meetings, ensuring that arrangements are clearly communicated. Support and record various meetings including taking and distributing minutes, notes and other supporting papers and provide hospitality for all visitors as required. To provide secretariat support to the Chief Executive and Directors’ meetings as required. To produce itineraries for the Chief Executive and Director of Governance.

	
	x
	To liaise with Elected Members and Chief Officers on behalf of the Director of Governance / Chief Executive / Principal Support Officer as required. 

	
	xi
	To provide assistance to the Principal Support Office as required. To deputise for and undertake the personal assistant work of the Chief Executive Principal Support Officer and the Directors’ Executive Assistants as and when required. To provide support to ad hoc projects as required. 

	
	xii
	To handle all sensitive information and communications with the utmost integrity and confidentiality, in particular when dealing with correspondence from Elected Members or Chief Officers.

	
	xiii
	To provide secretariat support to meetings. This includes maintaining a forward plan, collating and distributing meeting papers, taking and circulating minutes and ensuring all actions are followed up and completed. To deputise for Principal Support Officer at CMT meetings.  

	
	xiv
	To manage and arrange payment of all invoices for the CEX including raising POs and ensuring the procurement procedures are followed and adequate budget is available.  

	
	xv
	Ensure all CMT templates and documents are up to date and available on the shared drives.

	
	xvi
	To act as central point of contact and engage with internal staff and external agencies to obtain and collate information to be presented to the Chief Executive, Director of Governance and Corporate Directors. 

	
	xvii
	To perform, in times of cover and where required, business support functions to support the Chief Executive, Director of Governance and Corporate Directors, including conference / event organisation on behalf of the Directorates and Council. 

	
	xviii
	To assist to provide an efficient interface and confidential secretarial and administrative services to the Chief Executive and Director of Governance.  

	
	xiv
	To deal with personal and written enquires and complaints and to exercise discretion in the Director of Governance and Chief Executive’s involvement. To act as a point of contact between the Chief Executive and internal complaints department.  

	
	xx
	To assist with work within special projects / programmes / assignments as directed by the Principal Support Officer.

	
	xxi
	To manage and maintain the Chief Executive and Corporate Services Directorate element of the forward plan using the ModGov system.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct: 0                             Indirect: 0


	4.
	CREATIVITY & INNOVATION

· Uses initiative in proposing, designing and implementing changes to improve working practices and / or processes for own and departmental administrative work area including, but not limited to, identifying opportunities for efficiency improvements, removal of duplication and improved customer service. 

· Subject to policy and procedural guidelines, the jobholder is able to use initiative in the management of their workload to meet the varied and complex needs of the Chief Executive, Director of Governance and Principal Support Officer. This can be heavily influenced on a daily basis by departmental priorities, incoming queries, and unscheduled meetings.

· Demonstration of a creative and innovative approach when delivering work to varying audiences in the form of presentations, reports and research methods.

· Demonstrate a proactive and professional approach when dealing with conflict and confrontational situations, responding to incoming queries independently and in consultation with the CEX and Directors, and providing an excellent representation of the Directorate and Council by being professional and well informed.
· An ability to organise public or private events catering to varying audiences under tight budget constraints, all whilst maintaining or enhancing the reputation of the Council as a professional and creative organisation.


	5.
	CONTACTS & RELATIONSHIPS

The ability to form trusting and sustainable relationships with members, senior management, partners and stakeholders, and an appreciation of the impact work has on the reputation of the Council is a key part of this role. 
Internal
· The post holder will have a key relationship with the CEX, Director of Governance and Chief Executive Principal Support Officer providing a high level of support in assisting them in their daily duties. In undertaking this support the post holder will offer advice where appropriate and obtain and provide information often of a contentious and sensitive nature.

· Assistant Directors of Strategy, Partnerships and Communications for day to day issues in each area and scheduling of CMT.
· The post holder will have a key relationship with Council Management Team, Principal Support Officer and Executive Support Assistants providing support and assistance for them including arranging appointments and meetings, dealing with incoming correspondence, obtaining and providing information.

· The post holder will also have key relationships with Elected Members and Senior Officers across the business and regular contact with officers in all directorates and departments as part of day to day working. They will deploy excellent influencing and negotiating skills when managing workloads and deadlines involving reports and information requests from Directors, Assistant Directorates, service managers and staff.

· The post holder will be a main point of contact for the CEX / Director of Governance / Principal Support Officer liaising with a wide range of external people including MPs, key stakeholders, external agencies, statutory and voluntary agencies, community representatives and trade unions.   

As well as a personal working relationship, the post holder will be expected to manage and facilitate the relationships between the Directors and all of the above. This must be done within an environment of conflicting demands and priorities. 

External
· Council's key partners – in arranging meetings for CEX and Director of Governance. 
· Members of Parliament for (but not restricted to) York Central and York Outer.
· Regional bodies i.e. LCR, WYCA.
· Members of the public – for contact with Chief Executive, Director of Governance and Corporate Directors.
Expected to have contact with various organisations as dictated to by the services.   


	 6.


	DECISIONS – discretion & consequences

· The post holder works with minimum supervision.

· Manages the Director of Governance and CEX’s diary, using discretion and judgement when scheduling meetings and appointments in line with fast changing daily priorities.

· This post is significant in the opinion that is formed by external organisations about the efficiency and organisation of the Council. It is essential that the staff promote a real sense of professionalism on behalf of the CEX and Director of Governance.  
· The diary for CYC senior staff needs to be carefully managed as each of them has more requests for meetings than can be accommodated. How the post holder deals with those not able to secure a meeting influences the perception of how open and accessible senior managers are.

· To personally handle and screen enquiries from Members of the Council, Chief Officers, statutory or voluntary agencies and members of the public, without recourse to senior staff wherever possible. To redirect enquiries to other appropriate staff across the Council as appropriate. The post holder must have the ability to field and deal with these regular enquiries, professionally and sensitively, recognising that some of these enquiries may be of a sensitive or controversial nature, and be able to provide accurate and appropriate responses within statutory, legal and policy guidelines which will affect the reputation of the Council. 

· A high degree of political acumen is required when dealing with elected members and council officers and the post holder must be mindful of the need for a high level of confidentiality and political sensitivity.
· Prioritises work activities in keeping with the demands of the CEX and Director of Governance. Failure to meet assigned deadlines may impact on the ability of the CEX and Director of Governance to fulfil their role.

· Avoid putting vulnerable members of the public at risk by deciding when a matter referred requires an urgent safeguarding response and respond robustly and in a timely manner to a wide range of enquiries and referrals received within the team.
· Expected to make key decisions on conference / event organisation, with implications for financial viability of the conference/event and the reputation of the Directorate and/or Council.

· To handle all sensitive information and communications with the utmost integrity and confidentiality. 
· Management of the CEX / Director of Governance / Council Management Team diaries, using discretion and judgement when scheduling meetings and appointments, prioritising as required and arranging / approving hospitality. 

· Makes decisions from an established range of alternatives, complying with all relevant business and departmental policies e.g. ordering supplies, inputting / updating information on the system and interpretation of indexing of documents.

· Judgements involving straightforward, job-related facts or situations.

· Can suggest modifications / variations to practices.

· Uses discretion when responding to telephone enquiries so as not to commit any breaches of confidentiality.

	
	· The administration which the job holder undertakes has an impact on the internal efficiency of the operations of the department and the service it provides to its customers.
· Accuracy and achievement of deadlines as necessary.

· To handle all sensitive information and communications with the utmost integrity and confidentiality. 
 

	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value


Normal office equipment.




	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

· Conflicting demands and priorities.

· Nature of the role means that the post holder will respond to unplanned work which creates conflicting demands. Workload can be heavily influenced on a daily basis by departmental priorities, incoming queries and unscheduled meetings.

· The post holder is expected to be able to effectively re-prioritise to meet planned and changing deadlines working with more than one Director.

· Must priorities own work and that of others to meet targets and deadlines.

· Must be flexible in working hours to meet specific needs, as agree with Line Manager.

· May be required to work out of normal office hours. 

Physical demands

· Normal office environment with occasional site visits and attendance at external events as required.

· Occasional delivering and collecting of documents to CYC offices within the City of York

Working conditions

· Normal office environment.
Work context

· Normal office environment.


	9.


	KNOWLEDGE & SKILLS

· 5 GCSE grades C and above (or equivalent) including Maths and English.

· Experience of working in a similar office environment and understanding of a number of routine administrative work procedures. 

· 1 year of secretarial experience at a senior level. 
· Computer literate, competent in the use of Council computer packages and numerate. Sound knowledge of MS Office package.  
· Must be able to absorb new information and procedures quickly.
· Minute taking skills. 
· Must have good organisational and interpersonal skills
· Must be able to work accurately.
· Able to work under pressure and to tight deadlines.
· Able to work on own initiative and be proactive. 
· Able to retrieve and analyse information from various sources including the intranet.  
· Good understanding and knowledge of the day to day running of the Chief Executive’s Office.
· Effective communicator with ability to compose concise and clear written correspondence. 


	10.
	Position of Job in Organisation Structure
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