DARLINGTON BOROUGH COUNCIL

  
RESOURCES

JOB DESCRIPTION

	POST TITLE :  


	Personal Assistant Manager

	GRADE :


	M

	JOB EVALUATION NO.


	C2162

	REPORTING RELATIONSHIP


	The post holder shall be accountable to the Head of Democratic and Customer Services



	JOB PURPOSE :


	To provide PA and business support to the Director of the relevant Service Group and Heads of Service.  To ensure the provision of an efficient general office management service, to include co-ordination of all typing, diary management, scanning, clerical/administration and associated functions.  To be responsible for the effective management of the staff and resources within the PA team in the relevant service area.


	POST NO.


	D12163

	PDR COMPETENCY FRAMEWORK
	Level 2, Core Management Competencies for all managers 



	
	


MAIN DUTIES/RESPONSIBILITIES

1. Co-ordination of all functions and working arrangements within the relevant PA Team.
2. To work closely with other PA Managers to ensure that there is an adequate provision of service at all times.  Introduce, develop and implement appropriate systems to ensure the development of standard practices.

3. To co-ordinate and undertake detailed research work and deliver ad hoc projects/initiatives as requested by the Director.  To include the composition of original reports, recommendations and appropriate solutions.  This work may extend beyond the boundaries of the Service Group but fall within the parameters of the grade.

4. To suggest areas of development in the use of IT systems to ensure the best use of the resources available and closely monitor the implementation across the work area.

5. Ensure the co-ordination, monitoring, signposting, handling and response to complaints using the Council’s Complaints and Comments Procedure.  Incorporating appropriate inclusion of Freedom of Information and Data Protection.  This will include direct contact with service users.
6. To develop and implement Policy and Procedures and interpret policies to apply them to individual circumstances, giving advice and guidance as required.
7. To monitor and report on budgets as required by the Service Group.

8. Receive all enquiries made to the Director and prioritise the appropriate responses and ensure that urgent business is dealt with by liaising with relevant senior managers.

9. Ensure that the management and maintenance of an appropriate diary/electronic schedule for the designated officers in the Service Group including arranging venues, meetings and cancelling appointments as required ensuring time is effectively managed.

10. Respond both orally and in writing to general enquiries including the sorting of all incoming mail into priority order and take responsibility for routine replies.


11. Ensure that Members of the Council are provided with appropriate and timely information for decisions to be made including preparation of report data and information, responding to member’ queries, preparing and producing briefing papers.


12. Design and manage appropriate administrative systems and to support the work of the Service Group.


13. Take notes at meetings as required by the Director.


14. Ensure that routine administrative duties such as photocopying, faxing, filing, ordering of supplies etc. are carried out.


15. Ensure that relevant conferences/events are co-ordinated.


16. Undertake, with complete discretion and in confidence, tasks as directed which may be of a sensitive and confidential nature.


17. Ensure that all visitors to the section are received courteously and punctually and provided with required refreshments.


18. Produce documents by means of word processing and presentations from longhand, shorthand and audio sources for the Director and arrange for other Senior Management within the Service Group to have the same support.


19. Authorise, check, process and administer invoice payments for goods and services.


20. Ensure that travel and accommodation requests are arranged as required delegating work appropriately.


21. Ensure standardisation of commonly performed tasks across the work area, utilising best practice, by working closely with other PA Managers, Senior Management and staff, to reduce inefficient practices.

22. To undertake relevant departmental specific tasks as required which are commensurate with the grading of the role.
23. Ensure that the PDR process operates effectively within your team and end of year reviews are completed and submitted to the Council’s timescales. 


24. Manage your team in line with all the Council’s policies and procedures and ensure that employees are aware of their obligations under these.


25. Behave according to the Employees’ Code of Conduct and ensure that employees in your team are aware of their obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.


26. Ensure that the Council’s Equality agenda is implemented effectively in your team and to carry out your duties as a[manager / supervisor and employee in line with these.


27. To fulfil your health and safety management role as detailed in both Corporate and Group Health and Safety Policies, organisational statements and procedures to ensure a safe working environment for yourself, members of your team and others who may be affected by your team’s activities.


28. Any other duties of a similar nature related to this post that may be required from time-to-time.
29. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.

30. Darlington Borough Council and schools within the Borough are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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All appointments are subject to satisfactory references.
	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	1. 
	NVQ level 3 in Business Administration or equivalent
	
	D

	
	Experience & Knowledge
	
	

	2. 
	Approximately 3 years previous office management/supervisory experience including approximately 1 year’s supervisory experience of managing and motivating staff
	E
	

	3. 
	Commitment to further training to improve management and personal skills.
	E
	

	4. 
	Evidence of working with a range of associated bodies and organisations
	E
	

	5. 
	Understanding of Complaints System including Data Protection and Freedom of Information handling
	E
	

	6. 
	Experience of Budget Management and monitoring
	
	D

	7. 
	Knowledge and experience of dealing with the Complaints System including Freedom of Information and Data Protection
	
	D

	8. 
	Awareness and understanding of Local Government Changing Agendas
	
	D

	9. 
	Experience of implementing Policy and Procedures across a range of services.
	
	D

	
	Skills
	
	

	10. 
	Ability to plan and organise work to achieve targets and objectives
	E
	

	11. 
	Demonstrable level of literacy and numeracy to be able to carry out the requirements of the post.
	E
	

	12. 
	Capacity to motivate employees and to delegate where appropriate
	E
	

	13. 
	Good communication skills – written and verbal with the ability to prepare briefing papers and reports as well as creating original letters.
	E
	

	14. 
	Ability to persuade and negotiate
	E
	

	15. 
	A pro-active approach to change, with an ability to think laterally to find solutions to difficult problems
	E
	

	16. 
	Excellent IT Skills in use of variety of packages:-

Exchange – Advanced

Excel – Intermediate

Word – Advanced

PowerPoint – Advanced

Access - Intermediate
	E
	

	17. 
	Research skills
	E
	

	
	Personal Attributes
	
	

	18. 
	Previous experience of working with confidential and sensitive information and knowledge of how to deal with it.
	E
	

	
	Special Requirements
	
	

	19
	The ability to communicate at ease with customers and provide advice in accurate spoken English’ 
	
	

	20
	Capable of independent travel to carry out the requirements of the post 
	
	


Standard/Rec/Job Description Managers & Supervisors

