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Job Description

Job title:

Executive Personal Assistant 
Grade:

7

Directorate:
Mayor’s Office

Job Purpose
To provide a full range of executive, secretarial, diary management and other support services to two Mayoral Directors which are responsive to their needs and contribute to making their roles effective as part of the Mayoral team.

Principal Accountabilities

1. Undertake complex research on behalf of Mayoral Directors into a range of issues and prepare reports, briefing and position papers.

2. Ensure that the Mayoral Directors are properly briefed on, and familiar with, the agenda in advance of all meetings of the Authority and its related organisations as appropriate.

3. Provide a full range of high level PA, administrative and secretarial support, including managing a “bring-forward” system, maintaining diaries, arranging meetings and organising travel and accommodation.

4. Maintain key lines of communication and working relationships with a significant number of external stakeholders, senior managers and other staff across the organisation to support the Mayoral Directors.

5. Develop and maintain, effective information systems, in conjunction with other members of the Mayor’s Office and senior managers of the Authority and its functional bodies, to support the Mayoral Directors in fulfilling their role.

6. Provide high level, seamless cover for the other MDs and the Chief of Staff when required within the Private Office.

7. Keep abreast of the priorities and key work of the Mayoral Directors to understand when to deputise and delegate work to other key officers within the GLA and GLA Group in their absence. Act as the co-ordinator for briefings for both Mayoral Directors.

8. Process, circulate and respond as appropriate to incoming mail for both portfolios, including researching and drafting replies as required and progress chasing as appropriate. Record and collect data and statistical information, producing analyses and reports as required.
9. Attend meetings and prepare agendas, coordinate preparation and circulation of reports, take and circulate minutes ensuring actions are identified. Process these in accordance with the Authority’s standards and requirements and monitor actions taken on decisions made.
10. Respond promptly on behalf of the Mayoral Directors to a wide range of complex internal and external enquiries, and as far as is possible process these through to their resolution.
11. Provide support to the Mayoral Directors across a range of working parties, consultative bodies and project teams in the Authority, across the GLA Group and outside bodies.

12. Provide co-ordination and support for specific projects on behalf of the Mayoral Directors, which may encompass a wide range of policy and operational matters.

13. Realise the benefits of London's diversity by promoting and enabling equality of opportunities, and promoting the diverse needs and aspirations of London's communities.

14. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary cross-department and cross-organisational groups and project teams.

Key relationships

Accountable to: 
Mayor’s Office Senior Executive Assistant
Principal contacts:
Mayor, Mayor’s Private Office and Appointees, Politicians and senior staff of the GLA group and external stakeholders

PERSON SPECIFICATION
Technical requirements/experience/qualifications
1. A significant track record of achievement working for multiple senior politicians or equivalent senior managers within a politicised environment, applying tact and diplomacy on complex and/or sensitive issues

2.  Demonstrable high level PA skills including:

· Expertise in the use of information and communications technology applications

· Intermediate to advance ability using standard office software

· Ability to quickly and accurately prepare well designed and laid out word processed documents

· High level of ability to work on own initiative, accurately to tight deadlines and to prioritise between conflicting demands.

3.  Exceptional attention to detail and experience of managing multiple complex diaries within a busy environment.
BEHAVIOURAL COMPETENCIES
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 the GLA’s objectives and statutory obligations

Level 1 indicators of effective performance

· Keeps up to date with new processes and information in own role
· Seeks opportunities to develop, taking responsibility for own personal development plan

· Take a methodical and consistent approach to completing work in line with personal objectives

· Seeks clarity on objectives, ensuring a good understanding of expectations 

· Openly shares constructive feedback, supporting the delivery of own and others’ 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 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
Problem solving

is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions

Level 1 indicators of effective performance

· breaks down work issues, seeking further information if necessary

· provides workable solutions to solve immediate work problems

· makes suggestions and implements improvements to personal work processes

· actively supports new initiatives and tries different ways of doing things

· learns from others’ experience

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

Organisational awareness

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

Level 1 indicators of effective performance

· understands the structure and statutory responsibilities of the GLA

· understands how own role and work contributes to team and organisational objectives

· understands the role of the GLA, the Mayor and the Assembly in relation to Londoners

· is sensitive to the culture and political context of the GLA and uses it to work effectively

· treats GLA information as sensitive and confidential
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