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Role profile
Executive Personal Assistant 
· Grade: 6
· Business area: GMFRS Executive Board
· Job title: Executive Personal Assistant to Executive Board
· Reporting line: Senior Executive PA Supervisor
· Team: Executive PA Team, GMFRS
Job Purpose
To provide Senior PA and extensive administrative support to the GMFRS Executive Board, act as first point of contact and act as an ambassador for the department.  
Key working relationships
· To act as the first point of contact for members of the GMFRS Executive Board - directing relevant activities to other members of staff as appropriate via extensive email management, filtering out non-value-added items and dealing with agreed matters on behalf of the Executive Board. 
Key Responsibilities
1. To extensively manage computerised diaries up to 12 months in advance for Executive Board including arranging meetings and appointments, ensuring both accuracy and that time is used effectively and appropriately. Ensure that the Executive Board member is fully briefed and has all of the required papers and information prior to the meeting. This information is often of a technical and complex nature. 
2. Arrange and service meetings which fall within the reference for Executive Board, including booking accommodation and refreshments, inviting agenda items, preparation of papers and taking minutes. To also coordinate and liaise with members of the Service Leadership Team, Extended Leadership Team and GMCA to arrange other meetings with internal and external attendees. 
3. Arrange room bookings using the various room booking systems to check for availability for the required date/time and room size/capacity including catering requirements. Alternatively, sourcing external venues if required and negotiating appropriate rates. 
4. Tracking and control of auditable documentation by use of spreadsheets and electronic trackers including contracts, logging and distributing official correspondence, appraisals including the arrangements, paperwork and providing any further support as required for this process, retirement notifications and certificates, authorisation forms and ensuring all of the above documentation is authorised with signatures as appropriate. 
5. Coordinating memorials including Roll of Honour, remembrance and anniversary events.
6. Ensuring that the Executive Board and their supporting teams are aware of deadlines for papers/reports due to go to specific GMCA and relevant meetings. Ensure papers/reports are received on time and in the correct format.
7. Arrange internal and external events as required by the Executive Board.
8. Generate orders on the internal financial system (sometimes of a high value on behalf of Executive Board) and liaise with organisations/companies in connection with queries on purchasing and invoice matters. Purchasing as necessary and completing corporate card expenses on behalf of Executive Board.  
9. Raising and processing of purchase orders, sales invoice requests and invoices, booking of external venues and conferences using the Business World On! system. 
10. Assisting the PA supervisor to ensure new starters under the management of the Executive Board are fully inducted and IT and telephony are in place.
11. To work with members of the relevant directorate disseminating work as required by the Executive Board.
12. To update and maintain as necessary the gifts and hospitality register to ensure it is kept up to date and accurate for viewing by the Auditors as necessary. 
13. Drafting of internal and external correspondence, including papers and reports in consultation with the Executive Board.   
14. Data collection (including use of internet and research library) and analysis of information to inform the Executive Board in planning and decision making. 
15. Summarising from reports to add into minutes and disseminating information from reports, papers, journals, etc as appropriate. 
16. Production of accurate and succinct meeting notes (often of a technical nature) that record key discussions and actions in generally fast paced and lengthy meetings and to then follow up the actions prior to the next meeting.
17. To be available to be called upon at short notice for the requirement of the Executive Board to attend and minute Gold/Silver meetings at GMP when a major incident occurs.
18. The use of government data base to upload and retrieve documents and minutes of a highly sensitive and confidential nature that are not stored locally. 
19. Co-ordination, collation and timely distribution of papers to relevant attendees. To prepare agenda files and review actions arising in respect of Executive Board attendance at both internal and external meetings. 
20. To receive, monitor and often deal with mail for Executive Board. Also manage outgoing mail including compiling replies to certain letters received for signature by Executive Board as appropriate. 
21. To provide timely and accurate information to support the Executive Board in decision making and planning.
22. Arranging travel, accommodation and purchasing as required by the Executive Board.
23. Arrange and book conferences as required for Executive Board. 
24. Monitor and manage a variety of annual leave balances for Principal Officers ensuring that the leave allocation is used in the most effective way. 
25. To manage outstanding issues as directed by the Executive Board.
26. Preparation of presentations/reports using MS PowerPoint and MS Excel. 
27. Providing any other support to the Executive Board as required to ensure best use of time and resources.
28. Regular one to one update meetings with members of the Executive Board to discuss and monitor upcoming and ongoing workloads.
29. To receive, transfer and deal diplomatically with all telephone calls and enquiries as necessary, screening any unnecessary contacts and referring to the direct reports of the Executive Board where appropriate. 
30. To receive visitors on behalf of the Executive Board and to act as an ambassador for the department.  
31. To organise external and internal visits as required including the preparation of itineraries whilst liaising with all involved. 
32. Carry out office duties as required including the maintenance and ordering of stationery stocks. 
33. Order uniform for uniformed officers as and when required. 
34. Utilise the internet for conference bookings and keeping Executive Board updated on issues of interest. 
35. Act as a conduit between departmental heads and Executive Board to ensure appropriate information is circulated for action/reference.
36. Provide administrative support as required to the direct reports of the Executive Board.
37. During periods of annual leave, provide PA support to Executive Board and their direct reports. 
38. To adhere to all policies regarding Health and Safety at work and to take all personal precautions recommended by those policies. 
39. To adhere and promote policies regarding equality in employment.
40. To undertake any other duties commensurate within the grade of the post when necessary.  

General
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.
Working with other teams internally and externally collaboration is maximised and supporting on activity where appropriate
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
· PA and general administration experience at a senior executive level
· Experience of organising meetings, agenda and minutes at an executive level
· Conflict resolution and dealing with difficult situations
· Managing filing and/or cataloguing systems
· Experience of undertaking desktop research
· Working to deadlines and under pressure in a senior executive environment
· Some experience of working in a political environment 
· Ability to learn and have an understanding of GMFRS and its Directorates in order to effectively support all Executive Board members 
· Understanding in general terms of the role of elected mayors and combined authorities 
· Knowledge and awareness of the role of GMFRS and how it links with the GM Elected Mayor, GMCA and the Greater Manchester Strategy



Skills, Values & Behaviours
· Qualified to NVQ Level 4 or above or equivalent in role experience 
· High level of organisational skills to provide an effective support to the Executive and Assistant Directors
· Able to deal appropriately with highly sensitive and confidential information and situations
· Excellent written and verbal communication skills
· Excellent interpersonal skills which includes dealing with complex and contentious verbal and written communications
· Good ICT skills (MS Outlook, Word, PowerPoint, Excel etc.)
· Numeracy skills
· Confident and professional handling of queries, including dealing appropriately with internal and external senior staff. 
· Experience in negotiating and influencing to persuade others to take an agreed specific course of action
· Excellent customer service skills and relationship building to include dealing with aggrieved members of the public 
· Ability to determine timetables and complex travel schedules 
· Ability to prioritise own and other’s work and time, and work with minimal supervision using own initiative to make decisions for scheduling, diary management and day to day activities on behalf of the Corporate Leadership Team. 
· Attention to detail
· Accurate and succinct Minute taking 
· Self-starter
· Confident, friendly, positive and professional manner
· Resilient, able to work to competing deadlines within a busy environment 
· Flexibility
· Appreciation of team work and the appreciation of each other’s well being
· Customer focused
· Attention to detail and commitment to quality

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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