

JOB REMIT
	Role
	Directorate Assistant
	Team 
	Generic

	Reports To
	Director
	Directorate
	Generic

	Post Reference
	
	Grade
	8

	Purpose of the Role 

	To provide effective and efficient executive support to the Directorate, ensuring high level and effective service.


	Main Duties and Key Accountabilities of the jobholder 

	· Support the Police and Crime Plan by ensuring the Directorate team has a professional and effective level of administrative support to assist the team in undertaking their roles. This includes the team’s day to day activities, post, travel arrangements and resources such as computers, equipment, office supplies and other tools and third party resources. 

· Act as the first point of contact for the allocated Director, including managing/screening visitors, emails, telephone calls and post.

· Manage the diary (through MS Outlook), for example:

· Ensure diary meetings take place on a weekly basis;

· Produce daily diary packs including itinerary and required paperwork;

· Organise all visits and make travel arrangements;

· Manage an effective bring forward system;
· Ensure engagements are prioritised and undertaken on a timely basis, including sufficient time for transacting paper-work;
· Establish and maintain efficient office administration systems for the team and maintain filing and information systems for all reports, briefs, information and correspondence. 

· Undertake team, directorate, HR, Finance and other corporate reporting requirements as necessary and directed.  Also undertake knowledge data and records management systems and processes, ensuring consistency and continuity. 

· Arrange meetings and events with appropriate resources including technically proficient usage of projection systems, whiteboards, meeting software, audio equipment and related tools. 

· Produce minutes and records of meetings and workgroups to a high standard.

· Produce documents, reports, presentations, electronic communication and other desk top publishing for the team and office.

· Support the Senior Executive Officer with corporate processes and initiatives.

· Provide cover for absences, peaks in workload and assist in situations needing additional resource to maintain efficiency across the team and office commensurate to the role.



	Working Relationships and Contacts 

	Directors, all staff across MOPAC, Mayor’s office, Deputy Mayor for Policing and Crime, DMPC’s Policy Adviser, GLA Executive Office, key senior external stakeholders, political office holders. 


	Role Requirements  

	Experience of providing a professional executive support service at a senior level. High level secretarial skills including copy and audio typing of at least 50 wpm, minute taking experience and diary management. Excellent IT skills including Microsoft Office. Excellent organisational skills, ability to multi-task and organise others. Ability to filter information and assess priorities. Ability to exercise discretion in dealing with confidential or sensitive matters. Confident and able to work on own initiative and with limited supervision.
Required Competencies
Setting Direction

1. Seeing the Big Picture - Understands what specific actions need to be taken to contribute to organisational objectives
2. Changing and Improving - Co-operate with and be open to the possibilities of change and consider ways to implement and adapt to change in own work role
3. Making Effective Decisions -  Speak with the relevant people in order to obtain the most accurate information and get advice when unsure of how to proceed 

Engaging People

4. Leading and Communicating - Express ideas effectively using appropriate language that is easy to understand, both orally and in writing, and with sensitivity and respect for others
5. Collaborating and Working Across Teams - Proactively seek information, resources and support from others outside own immediate team in order to help achieve results
6. Building Capability for All - Find ways to learn and personally improve in the completion of day-to-day tasks
 Delivering Results

7. Achieving Outcomes - Be aware of and comply with MOPAC’s procurement processes and know when to access commercial expertise
8. Delivering Value for Money - Works independently using own time and that of others effectively
9. Managing a Quality Service - Communicate in a way that meets and anticipates the customer’s requirements and gives a favourable impression of the MOPAC
10. Delivering at Pace - Work in an organised manner using own knowledge and expertise to deliver on time and to standard


	General Responsibilities 

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.

· To undertake such other duties as may be reasonably expected.




