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Dear Applicant

RE: Personal Assistant to Chief Operating Officer 


Post Ref: 1268
Thank you for your interest in the above post.  Enclosed in this application pack you should find a

copy of:

· Job Description

· Person Specification

Application Form:

The application form plays a key part in our selection process. We use the information you provide to shortlist for interview. 

You are urged to ensure that all the information contained in your application is relevant and that you demonstrate how you meet the criteria on the person specification. Please use the person specification for guidance when filling in the application form.

References: 

If successful at interview, Ipswich Borough Council will seek to obtain two employment references. Wherever possible the name of your first referee must be from current employment/education and the second from either current or former employment/education. If you cannot provide an “employment” reference please contact the HR Team at Ipswich Borough Council for further assistance.

For your information, the salary for this post is: £22,370 per annum and the *proposed salary post Single Status Harmonisation implementation will be: £25,884 - £27,493 per annum.

The closing date is 12:00hrs, 31st January 2014. Please send your completed application form to Human Resources, 2nd Floor – West, Grafton House, 15-17 Russell Road, Ipswich, Suffolk, IP1 2DE or email it to recruitment@ipswich.gov.uk. 

*Single Status Harmonisation:
Ipswich Borough Council is in the process of implementing a national Single Status agreement to harmonise the pay and other terms and conditions of all of its employees (with the exception of jobs designated as 'Craft' posts). This means that existing posts will transfer on to new pay scales and revised terms and conditions of employment at the point of implementation, which is 1st April 2014. This change would affect all appointments made prior to implementation. The proposed rate of pay for this post is indicated above.

If you have any recruitment queries, please do not hesitate to contact us on 01473 432766.  Please leave your name, number and brief details of your question and a member of the recruitment team will call you back.

Yours faithfully,

Recruitment Team

Human Resources
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Ipswich Borough Council

Job Description
Personal Assistant to the Chief Executive / Chief Operating Officer
Main Purpose of Job
To provide personal and executive support to either the Chief Executive or the Chief Operating Officer, taking responsibility for the organisation and running of either office on a day to day basis. Be responsible for providing diary and meeting support to the Leader of the Council. 

Main Duties
1. To act as first contact for the Chief Executive / Chief Operating Officer dealing with a wide range of issues arising in connection to council services, partnerships and projects. Issues arise in a variety of settings including via letter, telephone and e-mail and include matters which may have a significant impact on the workings of the council and its reputation. To apply the Council’s complaints procedure where appropriate. 

2. To manage the Chief Executive / Chief Operating Officer’s diary and correspondence through liaison with internal and external contacts including Councillors, partners and residents, including on a confidential basis. To make travel arrangements, provide the Chief Executive / Chief Operating Officer with all papers required for each day, to receive and assist visitors, and collate and safeguard confidential information. To prepare all paperwork / presentations in relation to external meetings / attendance at events.
3. To develop and maintain good working relationships with Councillors, officers and external organisations and manage the Leader’s diary, assist with the handling of correspondence and receive and assist visitors.
4. In the Chief Executive’s absence to deal with a diverse range of corporate issues that can have a high impact on the authority. Act on information following consultation with the Chief Operating Officer/ Deputy Chief Executive and Councillors as appropriate. Liaise with the Press Office to ensure a joined up approach to media issues.

5. To co-ordinate key projects across the Council including where the Chief Executive / Chief Operating Officer is sponsor or chair of the project/programme board; including arranging and servicing meetings, agenda planning, share point, monitoring and chasing progress against project plans, making links between activities and carrying out research to support project goals.
6. To support the Chief Executive / Chief Operating Officer in handling confidential staff related matters including staff appraisals, grievances, disciplinary investigations, recruitment, drafting of reports and correspondence and policy development; to authorise and monitor absence on the Chief Operating Officers behalf; to create and maintain appropriate files. 

7. To record and forward to relevant parties urgently all new legislation to ensure compliance. To develop and maintain an effective paper and electronic filing system.
8. To be responsible for the ordering of supplies as required for the smooth running of the Chief Executive / Chief Operating Officer’s office and to assist the Chief Operating Officer in managing and monitoring budgets. To develop and maintain an effective paper and electronic filing system.

9. To be responsible for all arrangements in relation to meetings required by the Chief Executive / Chief Operating Officer, including invitations, agendas, external speakers, liaison with facilities management/venues, taking and circulating notes / minutes as necessary.

10. To carry out research into a range of issues including best practice in other Councils and organisations, provide analysis and reports in a clear and concise style to enable decisions to be made.
11. To support the Chief Executive / Chief Operating Officer in managing the preparation and submission of reports to Council and its Committees including co-ordinating the Executive Committee report sign off process.
12. To prepare papers and presentations for internal and external meetings as required.

13. To work as a team to ensure a consistent standard of support to the Chief Executive / Chief Operating Officer and Leader of the Council in all circumstances.

14. To make efficient and effective use of IT systems such as Sharepoint and ModGov.
15. To provide administrative and diary support to Heads of Service when required.
16. Attend meetings and functions as required which may include out of hours working.
17. Such variations as may be required from time to time without changing the general character of the duties shown above or the level of responsibility entailed. 
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	Person Specification
Personal Assistant to Chief Executive / Chief Operating Officer

	

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESMENT

	Qualifications
	Educated to at least  NVQ level 5 / HNC / HND level
	Administrative qualification

RSA 3 in word processing or equivalent skills/experience
	Application/Certificates

	Relevant experience 
	Proven administration/office experience

Previous experience of working in a confidential environment/dealing with confidential material

Ability to work with attention to detail e.g. record keeping, data inputting

Able to research on a variety of issues and collate information

Experience of supporting wide ranging / high profile projects and programmes

Experience of complaint handling


	Local Government experience

Experience of working in a similar role

Experience of shorthand and audio typing

Experience of organising large meetings / seminars / conferences
	Applications/Interview

	Specialist knowledge
	Experience of minute taking, organising meetings, managing diaries, organising travel and greeting visitors.

Working Knowledge of Microsoft Word/Excel/Outlook/PowerPoint (or similar applications)
	Budget monitoring

Project co-ordination / management
	Application/Interview

	Personal skills
	Good organisational skills 

Ability to prioritise & manage time effectively to meet deadlines

Ability to work on own initiative with minimal supervision and also as a team member

Good customer care skills, including dealing with enquiries/complaints from the public, from within the Council and the private sector

Ability to communicate well, both verbally and in writing, to people of all levels and external organisations

Able to deal with other people in a respectful and positive manner at all times.
	
	Application/interview

	Special working conditions
	Able to attend some evening meetings and events if required
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