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GOSPORT BOROUGH COUNCIL
CORPORATE - EXECUTIVE ASSISTANT TO CHIEF EXECUTIVE & DEPUTY CHIEF EXECUTIVE

JOB TITLE: 		EXECUTIVE ASSISTANT	
[bookmark: _GoBack]SALARY: 		£39,862 - £45,091		 
What is the Role?
We are seeking a highly organised, proactive, and detail-oriented Executive Assistant to provide high-level administrative support to the Chief Executive and Deputy Chief Executive. This role requires exceptional organisational skills, discretion, and the ability to manage multiple priorities in a fast-paced environment, particularly during periods of organisational change and transformation such as Local Government Reorganisation (LGR).

You will

· Provide comprehensive, proactive executive support to the Chief Executive and Deputy Chief Executive, including complex diary management, travel arrangements, and coordination of meetings, anticipating requirements and enabling senior leaders to operate effectively.
· Provide full secretarial and administrative support to the Leader and Members of the Council 
· Act as key point of contact for officers across the Council and from external organisations
· Support senior leaders by managing sensitive and confidential information with discretion during periods of organisational change.
· Provide enhanced executive and organisational support during periods of transformation, including Local Government Reorganisation.
· Provide administrative, business and project support for the Corporate Management team and other corporate groups including managing agendas and papers
· Deal proactively with all correspondence: log, prioritise, manage, co-ordinate, track and where appropriate proactively respond to high volumes of emails, letters and calls within designated timescales and with minimum supervision
· Summarise and highlight urgent priority items daily for the CX and DCX
· Provide effective and reliable diary management including the Leader’s diary
· Arrange meetings with external bodies, sending out place holders until a firm date can be agreed and arrange parking and visitor badges accordingly
· For the CX and DCX and direct report Officers:
· Authorise tensor requests for annual leave, sickness and clock adjustments
· Arrange return to work interviews following sickness
· Delegated authority to authorise expenditure claims on Fusion for direct reports / senior officers
· Arrange Performance Development Reviews and all other aspects of staff management including training and disciplinary matters.
· Deal politely with all face to face and phone/email enquiries from a wide audience including residents, council officers, elected members, the MP, the Military, media, police, government bodies and partner agencies
· Maintain electronic files in accordance with Council policies and procedures
· Provide admin support for procurement and financial transactions, raising orders and certifying invoices to an agreed level and day to day management of delegated budgets
· Minute meetings, collate and track actions to ensure they are executed within designated timescales
· Monitor, co-ordinate and assist in submitting financial, audit and government returns
· Assist mayoralty with civic and corporate events and provide support to the Mayor’s PA
· Undertake qualitative and quantitative research and analyse and interpret data
· Undertake project work for the CX / DCX as directed
· Organise staff sessions with the CX on an annual basis
· Day to day supervision and guidance of a business admin apprentice 

Who is the person?

It is important to us that you can demonstrate:

· NVQ L3 or equivalent in Business Admin / Secretarial and extensive experience of working as an effective executive assistant with the ability to take concise minutes and capture actions accurately.
· Experience or proven ability to understand the corporate landscape and dealings across all areas of the organisation.
· Excellent literacy and numeracy skills due to the administrative work involved in the role. 
· Proficiency in the use of Microsoft Office suite (Word,excel, powerpoint, outlook and other relevant software)
· Excellent written and verbal communication skills as you will be dealing with staff across all Council services, Members, the general public, partner agencies and government departments
· Experience of diary management using MS Outlook / Teams
· Ability to build and maintain strong working relationships with colleagues at all levels
· Exceptional time management, prioritisation and organisational skills with experience of working to tight deadlines and the ability to be flexible
· Ability to work independently with minimal supervision whilst at the same time an ability to work as part of a team
· Ability to exercise sound judgement, anticipate issues, and manage competing priorities with minimal supervision.
· High level of discretion, tactfulness and diplomacy as much of the work is urgent, confidential and sensitive
· High level of political awareness and experience of working in a political environment  
· Self-motivated approach, proactive attitude with an ability to foresee problems and solve them 
· Confidence, assertiveness and resilience to 
· effectively manage phone calls and unexpected visitors / meeting requests
· interpret, review and where necessary respectfully challenge work from others
· liaise with, track and chase senior managers on time critical actions

Politically Restricted Posts
This post is politically restricted under part 1 of the Local Government and Housing Act 1989.  This means you are not able to take part in any political activity.  Further details are available from Human Resources (Any post specified in S2 of the LGHA 1989; or considered sensitive by virtue of their duties).
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