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	For HRU use only
	Ref: 
3612


	Directorate
	Health, Education, Care and Safeguarding

	Section/Location
	Quadrant East

	Post Title
	Personal Assistant to Director of Children’s and Adults Services 

	Permanent/Temp
	Permanent

	Grade
	7

	Responsible to
	Jacqui Old

	Responsible for
	No direct reports

	Job Purpose

	To Provide a Comprehensive range of support to the Director of Children’s and Adults  Services
· To provide administration and project support 

· Co-ordinate the administrative and data functions which support projects and processes for the Director of Children’s and Adults services
· Day to day management of the administration of relevant projects or processes as required.  This may include contributing to the planning, development and monitoring of the project or processes required
· Effective working with the Chief Executive, Senior Leadership team and the wider senior management teams
· To have an awareness of commercial and political sensitivities


	Job Content

	· Act as first point of contact for the Director of Children’s and Adults services for a range of contacts including customers providing advice and information where possible.

· Manage and organise the office of the Director of Children’s and Adults services with responsibility for particular areas of work as directed
· Manage diary, correspondence, telephone calls and emails. Use knowledge of procedures and legislation to either respond or forward to other individuals or highlight to the Director of Children’s and Adults services.

· Provide full secretarial and administrative support, including taking minutes at meetings

· Prepare complex confidential correspondence, Reports, briefing notes, presentations and other documentation, within required timescales.

· Take overall responsibility for the organisation and provision of clerical and administrative support pertaining to the service including taking a lead role in the development and maintenance of management information systems/office systems, producing and responding to complex correspondence.

· Process policy documents, government circulars, consultation papers and other similar correspondence information. 

· Interpret matters of policy/procedures/statute to ensure the service areas compliance and initiate appropriate action arising.
· Provide assistance with the monitoring of strategic plans including chasing up action points.

· Liaise with directors, senior officers, members, other local authorities, local government organisations, Government departments and other external agencies including the business sector.
· Establish effective networks and working relationships and provide a positive interface for the Director of Children’s and Adults Services.

· Arrange Organise and service meetings, seminar’s etc. 

· Acquire/Collate information and develop / maintain administrative systems.

· Provide advice and information as required.

· Utilise full range of new technology available in the discharge of duties.

· To ensure the health and safety and welfare of employees and the public by complying with the appropriate Health and safety policies.

· To comply with the Council Policies and procedures

· Plan own workload.
· Undertake relevant training to do the job.

· Promote and demonstrate organisational values, displaying high standards of personal and professional integrity at all times.
· Any such duties commensurate with the grade that may be required from time to time

	Performance standards

	The ability to work as part of a team and at an individual level to ensure the provision of high quality and responsive administrative service to the Director of Children’s and Adult services.



	Working conditions

	37 hours per week – flexible to needs of service



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Extensive knowledge and use of all Microsoft and other relevant packages e.g. word, excel, power point, outlook etc. Including non standard applications
Good administration skills including minute taking

Excellent communication skills both written and verbal.

Proven interpersonal skills

Good interpersonal skills.

Excellent time management and organisational skills

Effective networking

Ability to work effectively and creatively.

Customer service skills


	Knowledge of health and social care
Knowledge and experience of supporting senior management teams

Ability to develop new systems


	Application/ interview

	Qualifications and Training
	Good general education background to include 5 GCSEs(or equivalent) at grades A – C (or equivalent) including Maths and English


	NVQ 4 Administration
BTEC Higher or equivalent


	Application form / Portfolio

	Experience
	Successful relevant experience in management support/ secretarial environment.
Successful experience of working effectively across service management teams.

An understanding of areas reporting to the Director of Adults and Children’s Services

Be able to work effectively under pressure and to tight deadlines.

	
	Application form / Interview

	Special Requirements
	Committed, determined and energetic, with the ability to cope with the demands placed by the role.   

Ability to manage own workload

Ability to work flexible hours across a 5 day week
Duties may include working beyond normal office hours 

Self motivated with an organised structured approach

	
	Interview


