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Job description and Person Specification

Executive Assistant


	Department 
	Chief Executive’s Office

	Service 
	Executive Support Service

	Grade
	G

	Reports to
	Executive Support Team Manager

	Responsible for 
	N/A

	Job reference
	10699



	Job Purpose 

	To personally support the Senior Leadership to enable them to make the best use of their time, manage their workload, effectively respond to issues and requests and provide high standards of customer care.

	Context 

	· Effective business support is a vital element to the success of the organisation. This post enables a focused, consistent business support service to managers and staff.
· You will primarily provide support to Director level senior leader/s, but will be expected to work flexibly to provide support to other senior leaders during periods of leave, peaks of work etc. 
· The Senior Leadership consists of Executive Directors, Directors, Assistant Director, The Leader and Deputy Leader of the Council, Chairman and Chief Executive. 
· As a member of the Executive Support Service, post-holders will be expected to actively seek ways to work together to enable consistent and effective arrangements across all departments. 
· You will be dealing with confidential, often sensitive, and complex information.
· You will have awareness of Committee and other Corporate reporting processes and deadlines and will put in place robust arrangements to support the senior leader/s to meet them. 
· You will be expected to take actions on behalf of the senior leader/s you are supporting and where appropriate, speak on their behalf. This is only relation to administrative and practical arrangements, and you will have no responsibility in relation to front-line service delivery. 
· In this role you will have to demonstrate high standards of work, trust, and innovation, and uphold the Council's values and policies.




	Accountabilities 

	Active management of Senior Leader members workload 

• Actively manage senior leader/s workload in terms of email and diary management, correspondence, telephone calls and managing deadlines – example for report submissions. 

• Act as the front door and face of the senior leader/s managing all requests so that they can be coordinated in a single place, personally review all requests, identifying important tasks and prioritising work. 
• Support senior leader/s to prioritise their workload and manage their time, including diary management to complete important tasks, keeping track of deadlines and required responses and putting alternative arrangements in place, when required. 
• Personally, providing briefings to senior leader/s on items and issues that they need to be aware of, including briefing in advance of key meetings and events e.g., Committee meetings. Taking steps to ensure that you understand how committee and cabinet reports are managed and other items and issues so you can provide focussed and appropriate briefings / solutions. 
• Ensure that only those issues that require the senior leader/s input or attention are passed to senior leader/s, to help ensure that they can make the best use of their time. 
• Personally ensure that any issues that do not require the senior leader/s attention are dealt with appropriately, effectively and efficiently without needing any input from the senior leader/s. This includes dealing with issues personally e.g. by writing and drafting responses, co-ordinating input from others to enable a response, seeking further information/clarification to enable a way forward to be identified, ensuring that others deal with issues or identifying alternative solutions, through to completion. 
• Seeking the support and views from others where it is unclear about the best way to progress issues and requests and avoiding senior leader/s becoming involved in low level or administrative issues that should not require their attention.


	Being the front-door to accessing the Senior Leader 

• Provide high levels of customer service in all interactions, dealing with all queries, correspondence, and contacts in an appropriate way. 
• Building relationships with staff, Members, and stakeholders so that they use you as the ‘front-door’ to accessing the senior leader/s. This includes building trust with individuals and groups of individuals both internally and externally including with other organisations. 
• Act as the senior leader/s ‘eyes and ears’, both formally and informally, updating them on issues and information as needed. 
• Where appropriate, speaking and responding on behalf of the senior leader/s.


	EA support 

• Ensure appropriate EA support to the senior leader/s. This includes carrying out some tasks personally and commissioning colleagues in other teams to carry out tasks for you. Includes:- 

o Managing and prioritising diary and appointments 
o Arranging meetings and events, ensuring rooms are set up and provide support to senior leader/s when needed in the use hybrid meeting technology. 
o Preparing and circulating agreed agendas, papers and minutes for meetings. 
o Drafting and sending agreed responses, letters, emails etc. 
o Answering phone calls and handling enquiries. o Preparing for and greeting visitors in person. 
o Tracking actions, progress chasing and time planning.

	Research and projects 

o Carrying out small projects on behalf of the senior leader/s or Executive Support   Service managers, or other management /leadership team as allocated. 
o Compiling, analysing data and information. 
o Carrying out research. 
o Where appropriate, participate and support working groups as allocated representing the Executive Support Service.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Good standard of literacy and numeracy typically evidenced by GCSE’s grades A-C or equivalent.

	Administrative/management qualifications at NVQ3 level.

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of delivering and/or supporting project work and outcomes effectively.

	Knowledge and understanding of key NCC administrative and management processes (e.g. Executive Leadership Team, Committees).


	Track record of effective support to management teams and/or senior leaders.

	

	Experience of managing/handling difficult clients and customers appropriately and effectively.

	

	Skills:

	Essential
	Desirable

	Highly developed ICT skills – specifically MS office software applications.

	Ability and experience in developing effective team working across a large service.


	Understanding of the Council Constitution and how decisions are made.
	Ability and experience in developing processes using Power Platforms / Technology.


	Strong problem-solving skills.

	

	Ability to communicate effectively at all levels, including when under pressure.

	

	Diplomatic with other staff and the public, and discreet when dealing with confidential and sensitive information.

	

	Able to persuade and motivate other staff and stakeholders to deliver appropriate and required outcomes.

	

	Ability to adapt to different working styles and approaches.

	

	Ability to provide flexible solutions and approaches to issues.

	

	The ability to maintain a high degree of accuracy.

	

	Ability to remain calm and relaxed when dealing with difficult or pressured situations.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
• The role supports hybrid working, but the primary location will be County Hall. You will be required to work flexibly and attend the office on a regular basis and on occasions work at other office/s or event location/s to help provide cover during periods of leave or support events. 
• The postholder will be required to be flexible and carry out duties/roles (on a temporary and/or permanent basis) at the same level (with support and training as required) as required. 
• The post holder will be required to work closely with colleagues across the service, the Support manager and wider council colleagues.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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