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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Director Executive Assistant 
	POST NUMBER: 1100DTO


	REPORTS TO:  

	Chief Executive Principal Support Officer

	DEPARTMENT:

	GRADE: 7

	JE REF:
	3644
B00913
	PANEL DATE:
	10/05/2016


	1.
	MAIN PURPOSE OF JOB
To provide direct support to the Directors on a day to day basis, acting where necessary on their behalf in a range of complex and sensitive work areas.
Delivering a confidential, high quality support to the Directors, working closely with their management team. To also act as a central point of contact for other Council services and external organisations.


	2.
	KEY TASKS:

	
	i
	To plan and manage the schedule and workload priorities of the Directors in order to ensure that targets and objectives are met.

	
	ii
	To ensure that the Directors are fully prepared for meetings by anticipating requirements and securing appropriate briefings and relevant information. To assist with the preparation of material for presentations and reports which the Directors give internally and to external organisations.  

	
	iii
	To liaise with elected members and Chief Officers on behalf of the Directors as required, including drafting correspondence for the Directors.

	
	iv
	To act as central point of contact and liaise with internal staff and external agencies to obtain and collate information to be presented to the Directors.

	
	v
	To provide secretariat support to the Director’s Management Team meetings.   This includes responsibility for maintaining a forward agenda, commissioning work, taking and circulating minutes and undertaking /ensuring follow up action as appropriate

	
	vi
	Responsibility for recording of director specific gifts and hospitality and scratch card entries to ensure compliance with council policy.  To ensure compliance with Register of Staff Interests for each Directorate.  

	
	vii
	To arrange, support and record agreed meetings including taking and distributing minutes, notes and other supporting papers.

	
	viii
	To deal personally with telephone enquiries from Members of the Council, Chief Officers, Statutory or Voluntary Agencies and members of the public, without recourse to senior staff wherever possible.

	
	ix
	To arrange meetings on behalf of the Directors, ensure that arrangements are clearly communicated and that delegates receive adequate briefing, as appropriate. To book venues and meet the needs of visitors. To arrange itineraries for the Directors.

	
	x
	To establish and maintain effective filing systems, including personal and computerised files, utilising a bring forward system and appropriate cross referencing to help in the delivery of the day to day management of the Director’s schedule.

	
	xi
	Ensure the smooth day to day running of the office by managing the sorting, logging, distribution and tracking of Director mail and email, including the use of the member complaints and enquiry system in a timely and accurate manner.

	
	xii
	To handle all sensitive information and communications with the utmost integrity and confidentiality, in particular when dealing with correspondence from Members of the Council or other senior management.

	
	xiii
	To deputise for and undertake the PA related work of Chief Executive Principal Support Officer as and when required.

	
	xiv 
	To coordinate the Directors’ response to personal and written enquiries/ complaints and Freedom of Information requests and to exercise discretion as to the involvement of the Directors. To refer complaints to, and liaise with, the Local Government Ombudsman where required.

	
	xv
	To manage and maintain the Directors’ element of the Forward Plan on behalf of the Directors’ Management Team. To be the main point of contact for the Forward Plan for each relevant Directorate.  Responsibility for recording Director decisions in accordance with statutory guidelines.  Ensure all relevant reports are included on CMT / Executive Forward Plan.   To actively manage the ModGov and OIC processes ensuring that all materials are received by Democratic services / Executive members ahead of deadlines and decisions are reached. 

	
	xvi
	To, in exceptional circumstances, provide HR support as identified by Directors.  

	
	xvii
	To undertake & manage special projects, assignments, events and conferences as required by the Directors or Chief Executive Principal Support Officer. To work individually or supporting service areas by undertaking work involving research and analysis of information.

	
	xviii
	To ensure that all programmed reports are received in a timely manner for appropriate sign off by the directors.

	
	xix
	To use knowledge and judgement in ensuring the correct route of referral is determined in response to various requests including safeguarding.

	
	xx
	To manage public and private conference and events for public or private events on behalf of the Directors from making recommendations  on venue, being first point of contact for speakers, drafting programmes, budget management.  



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting -  

Direct:  
0        Indirect:     
1- 6
· The post holder will be expected to undertake supervision as required of temporarily assigned staff in the course of assignments & projects within their remit.

 

	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 Directors. 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.

· The ability to form trusting and sustainable relationships with members, senior management, partners and stakeholders, and an appreciation of the impact of their work and that of the Directors has on the reputation of the Council.

· Demonstrate a proactive and professional approach when dealing with conflict and confrontational situations, responding to incoming queries independently and in consultation with the Directors, and providing an excellent representation of the Directorate and Council by being professional and well informed.
· Deploying excellent influencing and negotiating skills when managing workloads and deadlines involving reports and information requests from Directors, Assistant Directors, service managers and staff.

· 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
Internal

· The post holder will have a key relationship with the Directors 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.

· Democracy Officers on all matters relating to council committees, decisions in particular.
· Members Services Officer for all issues relating to the smooth running of the Group Offices
· Assistant Directors of Strategy, Partnerships and Communications for day to day issues in each area and scheduling of CMT.
· Policy Team – liaison on Council policy development and analysis of legislative and other developments at the national level affecting Local Government 
· Communications Team – liaison with officers on both daily news stories and editorial matters for council publications 
· Group Political Support Staff for issues affecting all Groups, and for negotiations on behalf of Group Staff
· Members of the Council for collating and disseminating information. 
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, often requiring the ability to influence and negotiate with these parties on behalf of the Directors in difficult and stressful circumstances.
External

· Council's key partners – in arranging meetings for Director
· PA Staff – sharing experiences and good practice nationally
· Members of Parliament for (but not restricted to) York Central and York Outer – on high level issues for York, including lobbying of both MPs
· Local Government Association – facilitating lobbying activity by the Director

· Regional bodies i.e. LCR, WYCA
· Members of the public – for contact with Chief Executive & 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 Directors’ 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 Directors
· 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 PA 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, when appropriate. The post holder must have the ability to deal and field 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 Directors. Failure to meet assigned deadlines may impact on the ability of the Directors to fulfil their role.

· Makes decisions within delegated authority, and makes recommendations outside of that authority.
· Monitor the potential or actual areas of stress/risk/problems etc and be able to deflect them from the Directors by delegating to other managers/staff for handling. 
· Avoid putting vulnerable members of the public at risk by decide 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.

· directing the workload of any temporarily assigned staff in the completion of projects and assignments to ensure tight deadlines are met and work is completed to a high standard.

· May delegate work to others within the Directors’ office, the wider Business Support team and to any temporarily assigned staff in the undertaking of project work & assignments.
· 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

None



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

Work demands  

· Nature of working environment leads to reactive, unplanned work with conflicting demands.

· Many tasks are to be prepared to a deadline and deadlines are often short and pressurised. Must prioritise own work and that of others to meet targets.

· Must be flexible in working hours to meet specific needs of the Directors.

· Additional and/or evening hours may be required with reasonable notice and in consultation with the Directors.

Physical demands

· Normal office environment, regularly works at computer. 

Work conditions

· Normal office environment

Work context

· Minimum risks to personal or physical safety.

· Likely to be subject to stressful situations relating to large periods of concentration and a demanding workload.
· The post holder will be expected to maintain a high degree of confidentiality whilst accessing sensitive information. 



	9.


	KNOWLEDGE & SKILLS
· Educated to GCSE level, including English.

· Significant personal assistance experience at a senior level with a relevant qualification preferred.

· Experience and/or knowledge in performing roles within a Project environment.

· Expertise with Service Planning processes and systems. Ability to monitor work and produce exception reports.

· Knowledge of modern office processes and systems and an ability to implement them across the Council PA function. 

· Excellent organisational and administrative skills. Experience of organising, supporting and minuting meetings desirable.

· IT literate with experience of Word, Excel, PowerPoint and Access database software.  Knowledge of IPAD and other remote devices functionality 
· Good numeracy skills and the ability to produce and interpret spreadsheets and reports.  

· Able to retrieve and manipulate information from various sources including internet and intranet.

· Extensive knowledge and understanding of the work of the Directorate, functions and procedures of local government and the political environment. 

· Strong understanding of the role of Cabinet and the relationship between the work of Directorates and the priorities of the administration. 

· Effective communicator, with ability to compose concise and clear written correspondence.
· Able to work satisfactorily under pressure and to tight deadlines.

· Able to work on own initiative, be resourceful, focussed and pro-active.

· Good interpersonal and persuasive skills.  Ability to deal with staff and external contacts with tact and diplomacy.

· Demonstrate integrity, discretion and sensitivity.

· Enable good working relationships.

· Ability to manage and run events in support of the Council or CMT.

· Good level of safeguarding awareness and an understanding of the councils safeguarding arrangements.

· Good level of understanding of the multi agency environment in which the Directors work.

· To handle all sensitive information and communications with the utmost integrity and confidentiality.
· Excellent interpersonal, communication, negotiation and persuasion skills when dealing with colleagues and external partners/agencies
· Proficiency in extensive range of IT applications, including corporate and in-house software
· Tact, discretion and sensitivity to deal with confidential, distressing and confrontational situations.
· A sound knowledge of the council’s financial and procurement rules


	10.
	Position of Job in Organisation Structure
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