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JOB DESCRIPTION




	Post Title: Senior Executive PA

	Department: Children & Young People
	Post No:12

	Division/Section: Strategy, Assurance & Reform
	Post Grade: TBC 

	Location: Agile worker
	Post Hours: 37

	Special Conditions of Service:

The nature of the post will require the post holder to work flexibly dependent on the needs of the job and may require some work outside normal office hours in order to meet the variable nature of workloads and deadlines.

	Purpose and Objectives of Post:
To provide high‑level, strategic and confidential executive support to the Executive Director and Directors, enabling effective leadership, governance and delivery of organisational priorities. The post holder will act as a trusted senior professional, adopting a proactive, detail‑orientated and forward‑thinking approach to anticipate, identify and resolve issues before they arise. They will manage complex and competing demands with sound judgement.
In addition, the post holder will provide high‑level project and programme support across Children’s Services, leading and coordinating key work programmes, undertaking targeted research and analysis, and producing clear, audience‑appropriate reports and briefings to support decision‑making. The role will help maintain inspection readiness (including Ofsted and sector‑led improvement), support delivery and evidence of progress through the Quality Assurance Framework and other assurance mechanisms and work collaboratively with internal and external stakeholders (including Greater Manchester partners) to deliver departmental priorities and strategies.

	Accountable to: Children’s Improvement Manager

	Immediately Responsible to: Senior Improvement Delivery Officer

	Immediately Responsible for: Functional leadership of the PA team (no direct line management)

	Relationships: (Internal and External)
Internal – Executive Team, Strategic Leadership Group, Senior Managers, Elected Members, Employees, Trade Unions.
External – Members of the public, Greater Manchester Combined Authority, Partners, other organisations, Head Teachers, Parents, Carers, Service Users, School Staff



· 
	Control of Resources:
· Personal computers and associated equipment
· Computer packages
· Stationery and computer consumables 
· Office machinery

	Duties/Responsibilities:
Provide a comprehensive confidential executive assistant support to Executive     Director and Directors specifically:

	· Provide functional leadership of PA team, setting clear standards, priorities and ways of working to ensure consistent, high‑quality executive support across Children Services.
·  Steer and shape the PA function, identifying opportunities to improve systems, processes and capacity, and leading continuous improvement initiatives to enhance efficiency and impact.
· Line manage, support and mentor PAs, including setting team objectives, providing coaching, and supporting professional development
· Act as Senior Executive PA to the Executive Director, providing proactive, high‑level, confidential support and acting as a trusted professional partner.
· Act as a professional gatekeeper, proactively managing access to the Executive Director(s) and Directors, using sound judgement to prioritise competing requests and protect time for key priorities.
· Lead on complex diary management, forward planning and scheduling, ensuring Executive time is used strategically and aligns with organisational priorities.
· Manage, monitor and prioritise the Executive Director(s) inbox, flagging urgent issues and managing follow-ups.
· Triage and co-ordinate complaints, Member enquiries and other sensitive correspondence, ensuring accurate logging, clear allocation for draft responses, effective quality assurance, and timely escalation where required.
· Handle highly sensitive and confidential information appropriately at all times, ensuring compliance with information governance requirements (including GDPR), maintaining secure records, and exercising discretion when liaising with Members, partners and the public.
· Attend meetings as required.  Record minutes and take responsibility for actions, follow‑up and progress tracking, and ensuring outcomes are delivered.
· Prepare, quality‑assure and oversee briefings, presentations, formal reports, agendas and papers, ensuring they are accurate, timely and aligned with executive requirements and target audiences (including JET, Scrutiny, Council and Lead Member briefings).
· Support governance and decision-making processes by coordinating the timely production and clearance of agendas, reports and papers; liaising with Democratic Services and key stakeholders; and maintaining action/decision logs as required.
· Act as a central point of co-ordination between senior leaders, internal teams and external stakeholders, using sound judgement to manage competing priorities and sensitive issues.
· Liaise with internal and external stakeholders in organising meetings across a range of venues, including staff engagement events.
· Build strong working relationships across the organisation, using influence and credibility to resolve issues, remove barriers and enable effective decision‑making.
· To liaise with internal and external stakeholders, build positive relationships, and ensure meaningful involvement and engagement with programmes.
· Undertake any necessary training on, and utilise tools provided for remote and hybrid meetings.
· Take responsibility for personal continuous improvement and ongoing training to lead initiatives and share best practice across the PA team.
· Set up and maintain a working knowledge base to aid in identification of process improvements and service developments.
· Ensure effective cover, resilience and flexibility across the executive support function, providing cover for other senior PAs/Executives during leave and peak periods, and adapting quickly to changing priorities
· Support the Executive Director(s) in governance, programme and corporate activity, maintaining oversight of key deadlines, risks and dependencies.
· To maintain a sound understanding of national, regional and local developments that may impact on the Department, ensuring the Departmental Management Team are appropriately briefed.
· Contribute to wider corporate and service improvement work, bringing insight from the executive and PA perspective.
· To undertake specific/bespoke projects on behalf of the Management Team, including research, analysis and reporting.
· Lead on the delivery of improvement programmes linked to key priorities, including the scoping, planning, implementation and review of work programmes both within the Council and within GM.
· To effectively lead, project manage and co-ordinate significant projects and work across the whole Directorate for Children and Young People.
· To develop, maintain and review robust project plans to ensure delivery of objectives in a systematic and timely manner.
· To risk manage projects and act to address identified areas of concern.
· To support the process of securing internal and external funding to support initiatives, including development of business cases and bids.
· To provide organisational support for project groups.
· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
· As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.
· Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service).
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DEPARTMENT FOR CORPORATE CORE SERVICES EXECUTIVE PA


	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	NVQ Level 3 in Business Administration or a similar qualification; or equivalent work experience.
	
	

	Experience of resolving complex operational issues through applying knowledge of systems, processes and operating context.
	
	

	Able to communicate effectively, face to face, virtually and in writing with MPs, Councillors, Officers of the Council and with the public.
	
	

	Exceptional organisational skills in order to work under pressure to complete tasks, projects and work plans to potentially conflicting deadlines, without direct line management, re-prioritising own work as appropriate
	
	

	Ability to make decisions within own area of responsibility.
	
	

	Experience of managing complex meeting arrangements including agenda preparation and producing detailed and accurate minutes to a high standard 
	
	

	Able to work to strict deadlines and balance conflicting priorities supporting multiple executives.
	
	

	Able to deal confidentially, sensitively and diplomatically with matters of a political nature.
	
	

	Experience in proactively and assertively managing multiple diaries.
	
	

	Experience of developing work based systems.
	
	

	Flexible, willing to work as part of a small team, to ensure the duties of the office are carried out efficiently and
effectively.
	
	

	Self-directed and capable of taking initiative.
	
	

	[bookmark: Substantial_experience_of_using_Microsof]Substantial experience of using Microsoft Office packages,
such as Word, Excel and PowerPoint, Outlook and the internet to complete work tasks.
	
	

	Experience in Document management
	
	


	Strong interpersonal skills to initiate and develop positive
and effective working relationships, both internal and
	
	



	external, influencing and negotiating with others.
	
	

	Experience of successful project management and progressing a number of different projects simultaneously.
	
	

	Experience in planning events for internal and external stakeholders
	
	


	Detailed knowledge and clear understanding of all of the activities and services provided by local government to its local communities and the principle challenges it faces to provide these, operationally, strategically and politically.
	
	

	Flexible, willing to work as part of a small team, to ensure the duties of the office are carried out efficiently and effectively.
	
	

	Shorthand / Speedwriting Qualification or equivalent
	
	






CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:

	ASSESSMENT METHOD
	CRITERIA

	
Assessment/Test
	Organisational skills to work under pressure to complete tasks, projects and work plans to potentially conflicting deadlines, without direct line management, re-prioritising own work as appropriate.

	
Assessment/Test
	Problem solving skills to respond independently to unanticipated problems, where decisions have to be made without reference to a Line Manager.

	
Assessment/Test
	Ability to produce clear, succinct and well-structured written work which creates a positive impact on the recipient.
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