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Role profile
External Engagement Support Officer
· Grade: Grade 6
· Business area: Strategy
· Job title: External Engagement Support Officer
· Reporting line: Parliamentary & Government Engagement Principal
· Team: Strategy
Job Purpose
[bookmark: _Hlk211435308]The GMCA Strategy Team leads on strategy and co-ordination across the Greater Manchester Combined Authority (CA), supports policy teams by providing policy expertise and capacity on areas of priority, provides advice and support to the leadership of GMCA, and maintains relationships with key external stakeholders.  
This post works within the External Engagement Team and offers a unique opportunity to support GMCA’s strategic engagement across key national platforms and political networks. The postholder will work as part of a team that shapes and drives GMCA’s presence at the Local Government Association (LGA) and Political Party Conferences, ensuring Greater Manchester’s priorities are effectively represented and advanced.
The successful candidate will build and maintain strong relationships with Greater Manchester’s key stakeholders, positioning the city-region at the forefront of English devolution. They will ensure parliamentarians are regularly briefed on GMCA activity, monitor and report on key parliamentary developments, and support high-level engagement and visits for Government Ministers and Senior Civil Servants.


Key working relationships
Work with key strategic partners at local, national and international levels including:
· The Mayor and GMCA Leaders
· Greater Manchester’s MPs and Lords
· Government Ministers and Senior Civil Servants
· Senior staff within GMCA
· Other colleagues in the GMCA Strategy Team, particularly those leading on Devolution
· Local Authorities 
· Transport for Greater Manchester and NHS Greater Manchester
· Greater Manchester Business Board
· Other Mayoral Strategic Authorities
Key Responsibilities
1. Provide high-quality coordination and administrative support across Parliamentary & Government engagement programmes.
2. Support the External Engagement Team in implementing consistent approaches to engagement design, delivery, and monitoring.
3. Maintain and update External Engagement documentation including Parliamentary Monitoring, Forward Looks, Stakeholder Mapping, Visits Database & Action Logs.
4. Provide secretariat support to SLT and the Government Engagement Group including agenda preparation, minute-taking, and follow-up actions.
5. Draft reports, presentations, and briefing materials for internal and external stakeholders, tailored to audience needs.
6. Monitor engagement outputs and outcomes, collating data and preparing concise updates for performance reporting.
7. Maintain robust audit trails and ensure documentation is stored securely and in line with GDPR.
8. Build effective relationships across GMCA teams and external partners to support collaborative delivery.
9. Respond to queries and correspondence from stakeholders in a timely and professional manner.
10. Contribute to policy support activities, including synthesising information and supporting the development of strategic proposals.
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required. 
General
To organise meetings and events as requested involving internal colleagues and high-level stakeholders.
To build effective relationships, working collaboratively across GMCA, local authorities, national government departments, universities, private sector organisations, and other partners.
Effectively manage queries and correspondence, both written and verbal from a wide range of internal and external customers. 
Maintaining robust audit trails of documents and decisions taken, always ensuring compliance with funding requirements, file documents on GMCA shared drives.
To hold yourself and others to a high standard of professionalism at all times, demonstrating your commitment to our values and behaviours as well as ensuring service confidentiality is maintained throughout all we do.
Ensure the services delivered internally and externally are inclusive and accessible, integrated with the service 
To align work area to the Sustainability Strategy and ensure work practices are inclusive of this values & strategic intent 
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
Knowledge & Experience
1. Understanding of the workings of Parliament, Whitehall, and the political landscape across Greater Manchester.
1. Experience providing engagement support in a public sector or multi-stakeholder environment.
Understanding of local government structures and the Greater Manchester Combined Authority.
Experience coordinating meetings, managing documentation, and supporting governance processes.
Ability to work across multiple teams and adapt to changing priorities.
Awareness of the Devolution Trailblazer deal and Greater Manchester Strategy.
Skills, Values & Behaviours
· Project Support: Strong planning and organisational skills, prioritise activity according to need, and manage their own time to address these priorities.
· Effective implementation: Ability to work to deadlines and to be flexible to changing priorities.
· Strategic Thinking: Makes suggestions with awareness of key risks and adjusts accordingly to maximise likelihood of success. 
· Attention to detail: Close attention to project activity and an eye for risk. Ability to understand and retain the important issues and information for a complex programme, identify their implications, and raise these with the appropriate officers.
· Efficiency and Independence: Ability to carry out tasks quickly and effectively to meet deadlines and work with limited direction. 
· Excellent written and oral communication skills, including the ability to communicate concisely and present complex information in a clear manner.
· Excellent organisational skills: ability to cope with a varied and demanding workload and deliver consistently to deadlines.
· Proficient in Microsoft Office applications (Word, Excel, PowerPoint, Outlook).
· Ability to build effective relationships and influence stakeholders.
· Politically astute and sensitive to the strategic context of GMCA’s work.
Ways of working
· Problem-solving: proactively seeks solutions to a problem or issue until it is resolved, with a “can-do” approach.
· Relationship building: Personally builds effective relationships with colleagues or partners outside their own area to improve organisational performance and service quality.
· Passion: Talks about and promotes our strengths and success stories with commitment. 
· Control: The ability to work as part of a team and remain calm under pressure.

Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.
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