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Job Description

Job title:
EiP Secretary

Grade:

9





Directorate:
Development, Enterprise and Environment

Unit:

Planning (Spatial Strategy)

Job Purpose

1. To provide administrative and programme support to the Panel Chair/Inspector/Examiner before, during and after an Examination in Public (EiP)

2. To manage the work programme and activities of an EiP Assistant

3. To represent the EiP Panel Chair/Inspector/Examiner in dealings with the Mayor of London and the public.

4. To assist the Panel Chair/Inspector/Examiner with the preparation of the EiP Report to the Mayor. 

Principal Accountabilities 
1. Manage the EiP programme on behalf of the EiP Panel Chair/Inspector/Examiner.
2. Examine all representations in consultation with nominated officers of the Mayor of London to advise the Panel on issues for discussion at the EiP. 
3. Assist with drawing up the draft lists of matters and participants, and to examine comments on the published list of matters and participants in order to advise the Panel. 
4. Commission briefings for the Panel.
5. Prepare minutes and lists of action from preliminary meetings.
6. Write to participants about the topics that are to be discussed under the selected issues giving where possible a preliminary indication of the likely order of speakers.
7. Prepare the ‘Notes for Participants’.
8. Assist with arrangements for the Panel tour and accompany the Panel on the tour.
9. Act as the main point of contact between the GLA and the Panel.
10. Deal with correspondence on behalf of the Panel Chair/Inspector/Examiner.
11. Manage the EiP budget and advise the Senior Manager London Plan.

12. Manage resources allocated to the job in accordance with the Authority’s polices and Code of Ethics and Standards.

13. Understand the GLA’s commitment to equality of opportunity and valuing diversity, and be able to translate this into action.
Reporting to: 

EiP Panel Chair/Inspector/Examiner

Accountable for:

EiP Assistant and resources allocated to the job
Principal contacts:
EiP Panel Chair/Inspector/Examiner, EiP Assistant, officers and senior managers of the Greater London Authority, and external organisations.
Person specification
Technical requirements, experience, qualifications

1. Significant knowledge and understanding of the UK planning system.

2. Understanding of the issues involved in policy and strategy development in a London-wide political context.

3. Knowledge and understanding of the processes and systems involved in organising and managing a range of support functions and finding solutions to problems that may arise.

4. Proven track-record of developing, implementing and managing systems and procedures to enable the delivery of an effective support service including using information and communications technology.

5. High-level of expertise in the operation of office information and technology applications, including word processing, spreadsheets and database systems, and web content management.

6. High level of expertise in co-ordinating and editing text for reports and briefing notes, of taking accurate notes of meetings and writing concise summaries for distribution, and of drafting non-standard correspondence

7. Evidence of success of organising and facilitating internal and external events such as consultative meetings.

Exclusions

· Candidates must not have had any direct involvement in preparing the London Plan.
· However, candidates currently or previously employed as London Plan EiP staff are eligible for this post.
Behavioural competences

Stakeholder focus 
...is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.

Level 3 indicators of effective performance

· Understands diverse stakeholder needs and tailors team deliverables accordingly

· Is a role model to others

· Manages stakeholder expectations, so they are high but realistic

· Removes barriers to understanding the needs of diverse stakeholders, including hard to reach groups

· Focuses own and team’s efforts on delivering a quality and committed service

Building and managing relationships

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

Level 2 indicators of effective performance

· Develops new professional relationships

· Understands the needs of others, the constraints they face and the levers to their engagement

· Understands differences, anticipates areas of conflict and takes action

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication and deliver shared goals

Managing and developing performance
…is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet statutory obligations

Level 2 indicators of effective performance

· Seeks opportunities to develop professional skills and knowledge and encourages team to do so

· Ensures own and others’ workloads are realistic and achievable

· Provides staff with clear direction and objectives, ensuring they understand expectations

· Recognises achievements and provides constructive feedback and guidance

· Gives staff autonomy and confidence to perform well and to their potential 

Decision making
...is forming sound, evidence-based judgements, making choices, assessing risks to delivery, and taking accountability for results.

Level 3 indicators of effective performance

· Makes sound decisions quickly when a situation requires intervention

· Takes responsibility for team decisions, providing rational when those decisions are questioned

· Involves senior stakeholders early in decisions that impact on them

· Analyses organisational risks associated with decisions, including those with long term impacts, before committing to action

· Encourages others in the team to make decisions in their own area of expertise, take appropriate risks and learn from experience

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

Level 2 indicators of effective performance

· Prioritises work in line with key team or project deliverables

· Makes contingency plans to account for changing work priorities, deadlines and milestones

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard

· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met

Responsible use of resources
...is taking personal responsibility for using and managing resources effectively, efficiently and sustainably.

Level 2 indicators of effective performance

· Continually looks for opportunities to work more efficiently and sustainably

· Reduces team impact on the environment by implementing methods for reducing use of, reusing and recycling resources

· Improves local processes to maximise use of resources

· Monitors and stays within budget at all times

Responding to pressure and change
...is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift.

Level 2 indicators of effective performance

· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure

· Anticipates and adapts flexibly to changing requirements

· Uses challenges as an opportunity to learn and improve

· Participates fully and encourages others to engage in change initiatives

· Manages team’s well-being, supporting them to cope with pressure and change

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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