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JOB DESCRIPTION & PERSON SPECIFICATION – CAREER GRADE

	SERVICE AREA:


	Various

 
	POSITION NO: 

	SECTION:


	Various
	GRADES: Grade 6 / 7


	JOB TITLE:


	Executive Support Officer / Assistant
	DATE PREPARED: February 2017

	EVALUATION DATE:
	11 April 2017
	JE NUMBER:   
Grade 6 NC3761
                         
Grade 7 NC1916   

	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked After Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	PURPOSE:

Grade 6:

To provide first point of contact for most people visiting, calling or writing to one of the Council’s Corporate Directors.  Development and delivery of highly efficient and effective ways of working for senior management, including support to other Executive Support Officers as appropriate.  Work to ensure an individual Corporate Director’s needs are met efficiently and effectively alongside those of the wider senior management. This will require effective use of personal judgement and initiative, while making sure that the Senior Management Team are kept fully informed on progress.

Be adept at using emotional intelligence to anticipate issues before they arise, and then have excellent research and organisational skills to deal with the issues.  They will also have an excellent understanding of the way the Council works and the key issues of the moment.  

Set the standard for customer service and professionalism, and so the job-holder will need to demonstrate excellent team working, flexibility in undertaking a range of roles, and a proactive approach to getting the job done.  Success will be in getting things right first time, whether that be no clashes in diary management, rapid and full response to callers, or giving visitors a first class experience of meeting in that office.

Grade 7, all of the above plus:

Working directly to ensure the Corporate Director’s and relevant City Managers’ needs are met efficiently and effectively, particular ensuring that s/he has all they need to do their job effectively (according to best use of team skills and knowledge.  This will require them to effectively use their own judgement and initiative, while making sure that the Chief Executive, Corporate Directors and relevant City Managers are kept fully informed on progress.

Success in this role will be about enabling the whole of the senior management team to be effective in delivery of corporate priorities and plans. 


	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	Grade 6

	1.
	Organise diaries, appointments, arranging and administering meetings, etc, taking into account conflicting priorities and critical issues to ensure that work is prioritised to best satisfy objectives.  Also arrange, as directed, visits, conferences and seminars, including transport and accommodation for officers.

	2.
	Monitor email traffic, dealing with emails and flagging up those that require input from Executive Support officers or the director themselves; they will exercise discretion with regard to whether to advise/deal with issues personally or to refer to senior staff.

	3.
	Respond to correspondence as required within agreed timescales and to agreed standards, dealing with enquiries from a wide range of people/members/organisations using own judgement and initiative and refer to senior staff as required.

	4.
	Responsible for administering meeting agendas – including producing agendas, maintaining the forward plan schedules and to bring forward these items as required ensuring they are uploaded on to CMIS to meet required deadlines.

	5.
	Ensure that all visitors are looked after in a highly professional and welcoming way; that they are signed-in/out, are aware of any waiting times, and are provided with any needs or information.

	6.
	Organises and attends meetings, preparing agendas, producing and circulating minutes that are right first time, as appropriate, to provide a true record of the proceedings and indicate subsequent action to be taken as appropriate.

	7.
	Prioritise meetings, calls and workload, using independent judgement and initiative to provide responses and advice, offer to complex issues.   

	8.
	Deal with non-routine correspondence and enquiries as delegated in an efficient and effective manner and maintaining accessible back up information.

	9.
	Responsible for the processing of invoices, cheques or equivalent in accordance with Council procedures.  

	10.
	Oversee the progress of issues being dealt with within their area of work ensuring they are prioritised and affectively responded to in a way that is consistent with the Council’s strategic priorities.

	11.
	Process and pass on highly sensitive information to members of staff and representatives from other authorities and agencies, using tact and diplomacy. Similarly provide information to members of the public, Council officers, Members, and partners as required or requested.

	12.
	Provide background information for all key meetings sufficiently in advance to ensure that they are effectively prepared and can use the meeting to progress the Council’s agenda; this information to form part of a complete day file that is accessible and timely.

	13.
	Ensure that all plans, training and crucial functions as directed are carried out in line with council policies and procedures. Undertake specific projects under guidance including power point presentations and excel documents. 

	14.
	Liaise with internal staff and external agencies to obtain and research, analyse and collate often complex, conflicting, confidential and controversial information and present findings. 

	15.
	Prioritise and manage their own workload with minimal guidance, using a measure of independence and initiative in order to commence tasks and complete work within deadlines/targets set.

	16.
	Maintains an understanding awareness and knowledge of corporate issues to create a knowledge base for effective information provision.  

	17.
	Working across Services and with other PA’s to establish modern, fit for purpose systems and processes.

	18.
	Positively represent the Council, Directorate and Service at formal meetings, internal and external, develop the necessary networking, communication mechanisms and working relationships to provide customer focus, establish consistency, share information, exchange opinion and maintain an awareness of current issues and thinking to facilitate the performance review/continuous improvement process and promote  service excellence.

	
	Grade 7, all of the above plus:

	19.
	Anticipate future needs of Directors, and wider senior management, responding fully and efficiently to enable them to be more effective in their jobs.

	20.
	Provide background information for all key meetings sufficiently in advance to ensure that Directors are effectively prepared and can use the meeting to progress the Council’s agenda; this information to form part of a complete day file that is accessible and timely.

	21.
	Liaise with internal staff and external agencies to obtain and carry out basic research, analyse and collate often complex, conflicting, confidential and controversial information and present findings to the CST members and others as required.

	22.
	Direct and oversee the progress of issues as agreed with the CST member ensuring that issues are prioritised and effectively responded to as required by the CST member.

	23.
	Undertakes specific projects under overall guidance including the production of briefing notes, reports, and completion of power point presentations and excel documents.

	24.
	Provide leadership in establishing excellent operational and filing systems and management information for business planning, performance management, training and development, financial management, Best Value and Value for Money.

	25.
	Answer sensitive letters, complex emails and calls from key stakeholders, using judgement, emotional intelligence and political understanding to help the Council achieve its outcomes.

	GENERAL:

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.


	DIMENSIONS:  

All sections should be completed – if there aren’t any state ‘none’

	1.
Responsibility for Staff:

Grade 6:

No formal responsibility for staff other than contributing to and promoting the learning system within the service.  Provides mentoring/ guidance to other administrative staff within service area or directorate as required.
Grade 7, all of the above plus:

Provides mentoring/ guidance to other administrative staff across the Council and externally as required.

	2.
Responsibility for Customers/Clients:

Grade 6:

The post holder will work closely to develop and maintain positive professional relationships with key stakeholders, such as elected members and other senior managers.

Grade 7, all of the above plus:

The post -holder will work closely to develop and maintain positive professional relationships with other service areas, elected  members, external organisations, partners and customers on behalf of Directors and the Chief Executive. Also provides professional advice for other Executive Support Officers on dealing with these stakeholders.

	3.
Responsibility for Budgets:

Grade 6 and 7:

No direct budget responsibilities, but will ensure that spending is efficiently undertaken.

	4.
Responsibility for Physical Resources:

Grade 6 and 7:
Maintains general admin filing systems including client enquiry files, services meetings
Office equipment 

Highly confidential data/information.
Fixed and mobile technology, including secure data transfer devices on and off site.

	WORKING RELATIONSHIPS:

All sections should be completed – if there aren’t any state ‘none’

	1.
Within Service Area/Section:

Grade 6 and 7:

Regular liaison with officers in various sections across the authority

Cabinet and elected members and their support staff

Internal service providers.

	2.
With Any Other Council Areas

Grade 6 and 7:

Regular liaison with officers from other departments, Executive Support Officers / Assistants across the Council and Trade Unions 

Works with Heads of Service and senior managers on a range of policy issues.

	3.     With External Bodies to the Council

Grade 6 and 7:

Including the public, private and public sector partners, MPs, Government Departments, Local Government and National Agencies.


	ORGANISATION CHART: 

	Immediate Line Manager

Corporate Director
Other jobs/peers that report to immediate line manager:

City Managers

Assistant City Managers
This position

Executive Support Officer (G7) / Assistant (G6)
Direct reports

On occasion Modern Apprentices





	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information for each level  

(if applicable)

	PHYSICAL DEMANDS: Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	G6
	(
	
	
	
	
	N/A
	

	
	G7
	(
	
	
	
	
	
	

	WORKING CONDITIONS: Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment).
	G6
	
	
	(
	
	
	N/A
	Will be required to handle difficult conversations and communications (e.g. complaints from residents) that will require tactful and diplomatic handling

	
	G7
	
	
	(
	
	
	
	

	EMOTIONAL DEMANDS: Exposure to objectionable situations over and above that normally incurred in a day-to-day office environment.
	G6
	(
	
	
	
	
	N/A
	

	
	G7
	(
	
	
	
	
	
	


	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s),T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Grade 6:

	
	RSA III Typing/Word Processing/Text processing/ Document Presentation or equivalent experience
	(

	
	AF, CQ

	
	ECDL or equivalent knowledge, skills, qualifications or equivalent experience
	(

	
	AF, CQ

	
	Educated to NVQ III or equivalent
	
	(
	AF, CQ

	
	Grade 7, all of the above plus:

	
	Project management qualification and / or suitable experience


	
	(
	AF, I

	2. 
	Relevant Experience:

	
	Grade 6:

	
	Experience of providing executive / administrative support to officers in a complex and fast moving office, including examples of anticipating and dealing with issues.
	(

	
	AF

	
	Evidence of  identifying and resolving critical and conflicting issues  and demands
	(

	
	AF, I

	
	Examples of establishing and maintaining information management and effective admin systems
	(

	
	AF, I

	
	Experience of delivering minutes and other written materials that are correct the first time (showing therefore an understanding of the subject , and preparation for the meeting etc.)  
	(

	
	AF

	
	Experience in undertaking small research projects and presentation of findings
	(

	
	AF

	
	Grade 7, all of the above plus:

	
	Significant experience of providing executive / administrative support to senior officers in a complex and fast-moving corporate environment, including examples of anticipating and dealing with issues
	(

	
	AF, I

	
	Examples of successfully delivering projects using key project management skills (budget management, risk mitigation etc)
	(

	
	AF, I

	
	Evidence of effectively responding to elected members and other lead officers from key partners and stakeholders
	(
	
	AF,I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Grade 6:

	
	Excellent literacy and numeracy skills
	(
	
	AF, T

	
	Excellent  organisational and prioritisation skills, able to work effectively with minimal supervision  to meet challenging objectives and deadlines
	(

	
	AF, T

	
	Highly developed analytical and research skills to undertake research and investigation and the compilation of briefings, summaries, synopsis and abstracts 
	(

	
	AF,I

	
	Ability to deal with, often complex and major, telephone personal and written enquiries/complaints 
	(

	
	AF,I

	
	Ability to work accurately to deadlines with attention to detail
	(
	
	AF,I

	
	Grade 7, all of the above plus:

	
	Ability to identify and summarise interests accurately and identify options and solutions. Excellent attention to detail, quality, and consistency, able to produce written material which is relevant, concise, and of a consistently high standard
	(
	
	AF,I 

	
	Ability to undertake research and investigation and the compilation of briefings, summaries, synopsis and abstracts.
	(
	
	AF, I

	4. 
	Knowledge:

	
	Grade 6:

	
	Broad knowledge of sources of research information both from within and outside the Council
	(
	
	AF

	
	Broad understanding of the strategic and corporate issues affecting and influencing the Council
	(

	
	AF,I

	
	Developed understanding of a broad range of office systems and IT solutions 
	(

	
	AF

	
	Broad knowledge of sources of research information both from within and outside the Council
	(
	
	AF

	
	Grade 7, all of the above plus:

	
	A detailed understanding of the strategic and corporate issues affecting and influencing the Council
	(
	
	AF, I

	
	Highly developed understanding of a broad range of office systems and IT solutions.
	(
	
	AF, T/A

	5. 
	Interpersonal/Communication Skills:

Verbal Skills

	
	Grade 6:

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues at all levels
	(
	
	AF

	
	Exceptional communication and interpersonal skills including negotiation, influencing and consensus-building skills. Good networking and relationship-building skills   
	(

	
	I

	
	Ability to respond positively and function effectively under pressure, prioritising tasks and maintaining a professional image 
	(

	
	I

	
	Ability to work at a senior level and form a good working relationships at all levels elected members and partners
	(

	
	I

	
	Grade 7, all of the above plus:

	
	A committed team player, honest, loyal, and trustworthy.  Keen to develop and continually improve both on a personal level and in terms of contributing to the performance of the Council.
	(
	
	AF, I 

	
	Ability to present complex research/ findings to a range of audiences in a range of formats 
	(
	
	AF, I

	
	Written Skills

	
	Grade 6:

	
	Excellent written and oral communication skills
	(
	
	AF, T

	
	Ability to produce high quality written notes, letters and e mail responses that are appropriate, timely and accurate 
	(

	
	AF

	
	Grade 7, all of the above plus:

	
	Proven ability to produce clear, concise, relevant and accessible written material in a variety of formats


	(
	
	AF, I

	6.
	Other:

	
	Flexible attitude to work
	(
	
	AF

	
	Professional image
	(
	
	AF

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7.
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	(
	N/A
	

	
	Improving services
	(
	N/A
	

	
	Analysis and decision making
	(
	N/A
	

	
	Making things happen
	(
	N/A
	

	
	Communicating with impact 
	(
	N/A
	

	
	Collaboration 
	(
	N/A
	

	
	Developing self and others
	(
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	NONE
	
	
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced & DBS Children’s Barring List Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).
	
	N/A
	

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	
	N/A
	

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	(
	N/A
	



