
Role profile
Executive Personal Assistant
· Grade: Grade 7
· Business area: Corporate Services
· Job title: Executive Personal Assistant 
· Reporting line: Senior Executive Personal Assistant
· Team: Mayor, Deputy Mayor, Group Chief Executive (Group Leaders) and Group Leadership Team.
Job Purpose
To deliver high-level executive personal assistant and administrative support services with autonomy and initiative, ensuring seamless coordination for the Group Leaders and Group Leadership Team.
The Executive Personal Assistant plays a pivotal role in a highly demanding and high-volume environment, supporting the Group Leaders and Group Leadership Team. This position requires managing significant risk and complexity while driving efficiency through the coordination of governance processes, fostering strategic stakeholder relationships, and ensuring the seamless delivery of critical regional and national objectives under intense time pressures.
Key working relationships
· Providing high level direct support and serving as a key point of contact for the Group Leaders and Group Leadership Team alongside a designated Director where required. 
· Provide high-level executive support to other members of the Senior Management Team—including Directors, Assistant and Deputy Directors of the Group—as well as to other Personal Assistants and business support staff, ensuring seamless coordination and delivery of strategic administrative services. 
· First point of contact to Key GM stakeholders, elected members, GM Councillors, MPs, government ministers, civil servants and external partners.
· Liaise with members of the public, frequently addressing sensitive and occasionally distressing matters with discretion and care.
Key Responsibilities
Core Executive Support
1. Provide high-level executive PA and administrative support, including diary management, travel arrangements, meeting preparation, and minute-taking through comprehensive and effective use of electronic systems (word processing/spreadsheets/PowerPoint/diary management) to a high standard of accuracy and speed.
2. Manage the Group Leaders and Group Leadership Team’s complex and high-profile diary, ensuring alignment with strategic priorities across the group. Diary responsibilities will extend to a designated Director where required.
3. Own the management of complex, ever-changing electronic diaries, ensuring seamless coordination of high-level engagements. Proactively resolve competing priorities across multiple stakeholders to maintain strategic alignment in a dynamic, fast-paced environment.
4. To arrange travel/accommodation and itineraries including air, rail, car and hotel bookings as required for training, meetings, conferences etc.
Communication & Correspondence
5. In addition to managing own inbox, provide discreet and accurate oversight of multiple inboxes, reviewing and responding to communications either independently or on behalf of the Group Leaders and Group Leadership Team. Providing key updates to Local Authority Leaders and Chief Executives and Government. Ensure all correspondence consistently reflects their voice, intent, and professional standards.
6. Handle both electronic and paper correspondence with precision, including opening, tracking, and responding to mail. Draft complex communications that demonstrate a strong grasp of local, regional, and national developments, ensuring clarity, relevance, and alignment with organisational priorities.
7. Maintain strict confidentiality and discretion when dealing with sensitive information, correspondence, and interactions involving senior leaders, external stakeholders and members of the public.
Meetings & Briefings
8. Be responsible for organising and servicing high level meetings (internal and external), which fall within the reference of the Group Leaders and Group Leadership Team, including forward planning, agenda preparation, venue booking, refreshments, minute-taking, and action tracking.
9. To prepare agenda files and review actions arising in respect of the Group Leaders and Group Leadership Team’s attendance at both internal and external meetings.
10. Be responsible for researching internal and external information to commission briefing notes to the wider team ensuring the Group Leaders and Group Leadership Team receive an accurate account of their meetings.
11. Provide support for GMCA projects and initiatives through documentation management, and action tracking on behalf of the wider team, Group Leaders and Group Leadership Team.
Stakeholder Engagement & Representation
12. Act as the first point of contact, handling calls, visitors, and enquiries diplomatically and professionally, screening any unnecessary contacts and referring to other members of staff where appropriate.

13. Build and maintain effective working relationships with internal and external stakeholders, fostering collaboration and trust to achieve shared objectives.
14. To act as an ambassador for the Group, receive visitors on behalf of the Group Leaders and Group Leadership Team.
15. Provide a customer-focused service, resolving email, telephone, in-person queries and complaints professionally.
Governance & Compliance
16. Act as the primary liaison with the IDG team, coordinating the distribution of FOI requests across the team and managing those pertaining to the Group Leaders and Group Leadership Team. Responsible for sourcing and redacting relevant information as required and within the legal time frame.
17. Oversee the annual leave and flexi management for Grade 6 Executive Personal Assistants, ensuring appropriate cover is arranged, the wider management team receives consistent support and ensuring the line manager is always kept up to date.
Financial & Administrative
18. Generate orders on financial system and liaise with organisations/companies in connection with queries on purchasing and invoicing matters.
General
General Administrative & Office Support
1. Carry out office duties as required, including maintenance of stationery stocks for the Group Leaders and Group Leadership Team.
2. Provide all other administrative support as required to the Group Leaders and Group Leadership Team.
3. Provide Executive PA support to include the Group Leaders and Group Leadership Team during periods of annual leave, sickness, or training, and, where possible, extend support to the wider Senior Leadership Team.
Information Management & Communication
4. Act as a conduit between the Group Leaders and Group Leadership Team to ensure appropriate information is circulated for action/reference.
5. Working independently, utilise the internet to keep the Group Leaders and Group Leadership Team updated on issues of interest where applicable.
6. To deal with enquiries from members of the GMCA, the wider group, other elected members, key GM stakeholders, partners, government officials, and members of the public, as required.
Collaboration & Teamwork
7. Work supportively and collaboratively with other Executive PAs across the GMCA, GMP, GMFRS, and TfGM.
8. Work with other teams internally and externally to ensure collaboration is maximised and support activity where appropriate.
9. Coordinate proactively with the GMCA Security Officer, GMP, colleagues, and driver to ensure all necessary security arrangements are in place and executed effectively.
Professional Standards & Values
9. Hold yourself and others to a high standard of professionalism at all times, demonstrating commitment to organisational values and behaviours, and ensuring service confidentiality is maintained throughout all activities.
10. Demonstrates flexibility and a willingness to work evenings and weekends when required to meet the demands of the role.
11. Ensure services delivered internally and externally are inclusive and accessible, integrated with the service.
12. Align work area to the Sustainability Strategy and ensure work practices reflect these values and 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
1. Comprehensive understanding of the roles of elected mayors, combined authorities, and the Greater Manchester governance landscape.
2. Strong awareness of governance frameworks, public sector protocols, stakeholder engagement principles, and the political landscape, including the ability to navigate relationships and processes within a politically sensitive environment.
3. In-depth knowledge of confidentiality requirements and best practices for handling sensitive information.
Qualifications
4. IEAA Executive Assistant Diplomas – Level 3 (PA), Level 4 (Executive PA), Level 5 (Executive Assistant) or equivalent relevant experience.
5. Advanced proficiency in Microsoft Office Suite and digital scheduling tools, with strong ICT and numeracy skills.
Experience
6. Proven track record in Executive-Level PA support, including complex diary and inbox management for senior leaders.
7. Extensive experience coordinating high-level meetings and events, including agenda preparation, minute-taking, and action tracking.
8. Exceptional judgement in managing complex and high-level diary scheduling. This includes anticipating priorities, resolving scheduling conflicts, and ensuring alignment across senior leadership commitments.
9. Skilled in managing documentation, filing systems, and undertaking desktop research to produce accurate briefing notes.
10. Previous experience within a high level political and public sector environment, demonstrating adaptability and professionalism.
11. Proven ability to work independently and exercise autonomy, using own initiative and adapting approach as needed while providing high-level support to senior leaders, influential stakeholders, and key members of society.
12. Possesses strong negotiation skills and the ability to engage effectively with representatives of senior leaders, influential stakeholders, and key members of society to achieve mutually beneficial outcomes.

Core Skills
13. Exceptional organisational and time management abilities, with the capacity to prioritise competing demands effectively.
14. Excellent written and verbal communication skills, ensuring clarity and professionalism in all correspondence.
15. Strong interpersonal skills with the ability to influence and negotiate across a wide range of stakeholders.
16. Demonstrates the ability to work autonomously and collaboratively, exercising sound judgment, demonstrating resilience under pressure and commitment to quality.
17. Demonstrates the ability to identify issues, analyse information, and develop effective solutions using sound judgment and initiative, ensuring timely resolution and continuous improvement.
18. Competence in planning and coordinating complex travel schedules and timetables with precision.
Behaviours & Values
15. High level of discretion and professionalism when managing sensitive matters.
16. Confident and diplomatic in handling complex queries from internal colleagues, senior external stakeholders and members of the public.
17. Commitment to organisational values, inclusivity, sustainability, and continuous professional development.
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.
