Job Description
	For HR use only
	Vacancy Ref: 4167


	Service
	Health, Education, Care and Safeguarding

	Service Area and Team
	Health, Education, Care and Safeguarding Management                        

	Post Title
	Personal Assistant

	Grade
	7

	Reports to 
	Head of Service

	Responsible for (employees or equivalent)
	None

	Job Purpose 

	To provide an efficient and effective personal and professional support service to the Head of Service.


	Job Content

	· To take direct responsibility for the professional, secretarial and administrative support to the Head of Service.

· To act as a senior point of contact, providing advice and information where possible.

· To track the progress of a wide range of projects which the Head of Service leads on and is involved with.

· To liaise with the Elected Mayor, Chief Executive, Cabinet Members, other Heads of Service, Senior Managers, MPs, Elected Members, other local authorities, Government organisations, businesses and other external partners on behalf of the Head of Service. 

· To establish effective networks and working relationships, giving a positive customer friendly interface between the Head of Service and key contacts.

· To prepare and co-ordinate complex confidential correspondence, reports, briefing notes, presentations and other documents, within required timescales.

· To acquire/collate information and develop/maintain administrative systems and information databases, as appropriate.

· To assist in dealing with general correspondence, enquiries and complaints, ensuring effective dissemination and co-ordination of responses.

· To co-ordinate responses to Members Enquiries and Freedom of Information enquiries.

· To process policy documents, government circulars, consultation papers and other similar information.


	Climate Change Values and Behaviours  

	· We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles and increasing our recycling


	Special Requirements of Post

	Working Conditions e.g. working outdoors 
	Not applicable

	Working Arrangements e.g. evenings, weekends, shifts
	Not applicable

	Physical Requirements e.g. driving, lifting, working in constrained positions
	Not applicable

	DBS and Safeguarding Checks required 
	Not applicable

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	Not applicable

	Politically Restricted?
	No



Person Specification

	Job Criteria

	Factor
	Essential
	Desirable
	Assessment method

	Knowledge
	· Excellent interpersonal and communication skills

· Literacy and numeracy skills

· Excellent clerical and admin skills 

· Facilitation of meetings

· Advanced organisational skills
	
	Application Form and interview


	Qualifications and Training including Professional Registrations required
	· General education to Level 2 or equivalent

· Computer literate in Microsoft Office applications


	
	Application Form

	Skills & Experience
	· Knowledge of all relevant Microsoft packages
· 1 year’s clerical/admin experience

· Experience of working in an office environment

	· PA experience
· Project management experience
	Application Form and interview



	· Special requirements: Personally resilient and able to work under pressure


	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 e.g. age, sex, religion


	Not applicable 
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.










