WOKING BOROUGH COUNCIL
JOB DESCRIPTION

[bookmark: _GoBack]JOB PROFILE

Job Title:		      Senior Corporate Management Support Officer 		

Pay Grade:		      W4

Team:	Legal and Democratic Services

Function:	Democratic Services
 
Responsible to:	Electoral Services Manager 

Key Area:
US - An Innovative, Proactive and Effective Council
We will look ahead and along with our partners to seek opportunities to shape and improve the services provided to the community, by:
· communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Job Purpose:
To provide secretarial and administrative support to the Chief Executive and Leader of the Council.

Generic responsibilities:
· To provide the service in accordance with the Council’s Vision & Values statements
· To work effectively with colleagues in delivering a high quality service through excellent team working and good communication
· To provide excellent customer service
· To work in a flexible manner and to be willing to undertake other duties as reasonably requested including outside of office hours
· Adoption and development of new ways of working

Key areas of responsibility:
· To provide an effective secretarial support service to the Chief Executive and Leader of the Council, to ensure the efficient management of all administrative tasks.
· Manage the effective running of the office of the Chief Executive and Leader of the Council ensuring all correspondences and communications are prioritised and responded to in a timely and efficient manner. 
· Act as first point of contact for the Chief Executive and Leader of the Council internally and externally. Ensuring that the profile of the Chief Executive and Leader of the Council is responsive and professional. 
· Act as secretariat and provide all administrative duties associated with meetings as required to include Committees, Task Groups and Partnership Working Groups. 

Main Tasks:

1.	Co-ordinate and control all appointments on behalf of the Chief Executive and Leader of the Council, ensuring all diaries are maintained with up to date and accurate information. 

2.	Provide an effective and efficient secretarial support service to the Chief Executive and Leader of the Council. 

3.	Organise and arrange all internal and external meetings with employees, partnership organisations and local businesses etc., prioritising where necessary.  Ensuring all arrangements are in place in the form of appropriate room bookings, refreshments and travel arrangements when required.

4.	Receive, screen and prioritise all incoming correspondences including emails addressed to the Chief Executive are actioned and responded to accordingly in a timely manner.

5.	Undertake research and resolve customer enquiries, complaints and representations on behalf of the Chief Executive. Prepare and provide clear briefing notes by liaising with the relevant internal departments and partner organisations to obtain the relevant and accurate information in a timely and effective manner.

6.	Proof read and amend as necessary documents prepared by other officers on behalf of the Chief Executive and Leader of the Council. 

7.	Provide all administrative support to internal and external meetings which include;

· Arranging meetings (including zoom), agenda preparation and compilation of reports.
· Attendance at meetings, including evening meetings when required. (The number of evening meetings is variable).
· Preparation of minutes and allocation of actions arising therefrom.

8.	Act as the first point of contact for the Chief Executive and Leader of the Council. Receive, prioritise and deal with all internal and external telephone enquiries in a timely manner. Ensuring good relationships with Members, Officers, key stakeholders, government departments, customers, voluntary and business sectors are maintained. 

9.	Research and prepare IT based presentations.

10.	Ensure that all duties undertaken for the Chief Executive and Leader of the Council are carried out with due regard for political sensitivity and with regard for confidentiality and discretion. 

11.	Provide all necessary assistance to the Directors of the Corporate Management Group in the absence of the Corporate Management Support Officer.

12.	Undertake such other ad hoc duties as and when required in line with the grade and the responsibilities of the post.


PERSON SPECIFICATION

Job Title: Senior Corporate Management Support Officer

	Criteria
	Standard
	E
	Measure

		Education & 	training
	· Educated to ‘A’ Level standard or equivalent
	E
	App/Int

		Experience
	· Previous secretarial and administrative support experience in a similar role
· Extensive diary management of multiple diaries
· Minute taking
· Working with Senior Management
	E

E

E
E
	App/Int

App/Int

App/Int
App/Int

		Special Skills
	· The ability to manage, plan, prioritise and deliver a wide ranging workload and work well under pressure
· The ability to communicate effectively both verbal and written at all levels
· Accuracy in work with an eye for detail 
· Proficient Microsoft Office Skills
· The ability to work effectively as part of a team
· Ability to work on own initiative
	E


E

E
E
E

E
	App/Int


App/Int

App/Int
App/Int
App/Int

App/Int

		Motivation
	· A willingness to adopt an enthusiastic and flexible approach to work and to contribute to the work of the team and business area
	E
	App/Int

		Personality
	· Organised and methodical
· Confident 
· Outgoing and enthusiastic
	E
E
E
	App/Int
App/Int
App/Int

		Disposition
	· Calm and efficient 
	E
	App/Int

		Special 	Requirements
	· Occasional requirement to work outside normal office hours – evenings and weekends.
	E
	App/Int



Key:
App = Application Form, Int = Interview, E = Essential
Candidate Screening:
Rehabilitation of Offenders Act 1974 does apply
Disclosure and Barring Service check: Not required 
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Woking Borough Council Role Map

Job Title: Senior Corporate Management Support Officer

Team: Legal and Democratic Services
 
Function: Electoral Services

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	2

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	2





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level (this will be attached as a document to each job advert).
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