Job Description 

Job title:

Committee Services Manager

Grade:


11




Post number:  
GLA1733
Directorate:

Secretariat

Unit:


Committee & Member Services 

Job purpose

To be responsible for the operation of the London Assembly’s meetings, including the meetings of the full Assembly and all of its committees, sub-committees and working groups, including the provision of high-level procedural advice in relation to the formal meetings of the Assembly and associated issues; to be responsible for the performance management of the wider Committee Services team; to lead the team that provides the committee services functions for the London Assembly and London Fire & Emergency Planning Authority; to have management oversight of the provision of Member Services support for some of the Assembly’s party groups.

Principal accountabilities

1 To provide high quality clerking and governance support to the meetings of the London Assembly and to ensure the provision of high quality clerking support to all of the Assembly’s other meetings, its committees, sub-committees and panels/working groups and to any other bodies as required. 

2 To ensure the provision of high quality clerking support to the committees, sub-committees and panels/working groups of the London Fire & Emergency Planning Authority (a pan-London local authority and functional body of the GLA), for the period of its existence.

3 To lead the team of Committee Services staff who provide support to the London Assembly, its committees and sub-committees and working groups, and to the London Fire & Emergency Planning Authority (LFEPA) and its committees.

4 To ensure effective and efficient decision-making procedures and processes are in place for all London Assembly and LFEPA meetings.

5 To provide advice to the London Assembly and its Members on standing orders, protocols and legal statutes affecting the London Assembly, including the Greater London Act 1999 (as amended) and the wide range of local government statute as required.

6 To support the Head of Committee & Member Services in performance of (a) the functions of Clerk to the London Fire & Emergency Planning Authority and (b) to ensure that staff resources under the Committee Services Manager’s responsibility are deployed effectively and flexibly as necessary in order to support the delivery of the wider team’s responsibilities under the various shared services arrangements.

7 To support the Head of Committee & Member Services in the maintenance and development of effective performance management systems across the range of the Committee Services team’s functions, including in particular the operation of the Quality Management System (accredited in accordance with the ISO 9001:2008 standard) and to undertake any other related functions and tasks as may be required by the Head of Committee and Member Services.

8 To have senior management responsibility for the delivery of Member Services support to some of the Secretariat’s Member Services teams.

9 Manage staff and resources allocated to the job in accordance with the Authority's policies and Code of Ethics and Standards.

Key contacts

Assembly Members; senior GLA managers; Secretariat staff

Accountable to:
Head of Committee and Member Services

Accountable for:
2x Principal Committee Manager, 2x Senior Committee officers; 3x Committee Officer posts; 3x Committee Assistants
Person specification

Technical requirements/experience/qualifications

1 Experience of provision of meeting, decision-making processes and Member support services at a senior level in a high profile political organisation.

2 Substantial knowledge and understanding of current legislation and developments relating to governance, probity and standards issues in local government, preferably with relevant academic or professional qualifications and relevant experience

Behavioural competencies

Managing & developing performance
… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.

Level 4 indicators of effective performance

· Creates an organisation that learns from experience
· Sets clear organisational objectives, cascading challenging yet achievable deliverables to directorates
· Identifies strategic level performance indicators and communicates these clearly
· Leads and sets an example for desired behaviour and performance for GLA staff
· Instils a culture of high performance and outstanding results where staff are encouraged to perform to their best

Building & managing relationships
… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 3 indicators of effective performance

· Actively engages partners and encourages others to build relationships that support GLA objectives

· Understands and recognises the contributions that staff at all levels make to delivering priorities

· Proactively manages partner relationships, preventing or resolving any conflict 
· Adapts style to work effectively with partners, building consensus, trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnership 
Organisational Awareness 

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 3 indicators of effective performance

· Uses understanding of differences between the GLA and its partners to improve working relationships
· Helps others understand the GLA and the complex environment in which it operates
· Translates changing political agendas into tangible actions
· Considers the diverse needs of Londoners in formulating GLA objectives
· Helps others understand how the media and external perceptions of the GLA influence work
Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 4 indicators of effective performance

· Takes accountability for monitoring delivery of the GLA’s commitments

· Uses quality assurance processes across the organisation as a feedback mechanism to improve performance

· Takes responsibility for ensuring tools and techniques are available for the effective management of programmes
· Realigns GLA objectives to respond to changing external and internal agendas
· Uses feedback from all sectors as a performance measure for GLA work
Responding to pressure & change
… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 3 indicators of effective performance

· Clarifies direction and adapts to changing priorities and uncertain times
· Minimises the pressure of change for the directorate, lessening the impact for the team
· Uses change as an opportunity to improve ways of working, encouraging others’ buy-in

· Keeps staff motivated and engaged during times of change, promoting the benefits 
· Takes ownership for communicating change initiatives clearly, ensuring smooth implementation 

Working Patterns

n/a

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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