EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
[bookmark: _Hlk124950258]Job Title: Personal Assistant to Head of Education and Service Support Assistant
[bookmark: _Hlk124950264]Department: Children’s Services
[bookmark: _Hlk124950273]Grade: Single Status 7 with significant data responsibility or projects
[bookmark: _Hlk124950284]Responsible to:
Purpose of the Role: 
To provide an efficient and comprehensive personal assistant and administrative support service to the Head of Education, their Senior Leadership Team and SLT Support team. To ensure confidentiality in all matters.
Key Tasks:
1. Respond appropriately on behalf of Assistant Directors, Lead members, Heads of Education and the department’s Senior Leadership Team (SLT) in day to day contact with customers, all County Council Department employees, outside agencies and Members of the County Council.
2. Be sufficiently conversant with the work of the Assistant Directors and their Service, to be able to assess relative priorities.
3. Carry out Personal Assistant duties as required, including maintaining diaries, filing, bring forward systems, arranging appointments, refreshments and coordinating meetings.
4. Provide a high standard of accurately typed reports, correspondence and presentations.
5. Organise, attend and service meetings as required and ensure decisions arising from the meetings are actioned.
6. Assist the scheduling of work in the Divisions and set up and maintain appropriate systems to ensure timescales are adhered to, including progress monitoring.
7. Undertake high level administrative tasks  as part of the SLT support team. This involves providing support and undertaking duties for the Head of Education and their SLT.
8. Provide cover for the SLT Support team where appropriate, including oversight of the Business Administrators as instructed by the Service Support Officer. 
9. Organise conferences, seminars and workshops, take notes as required and action decisions taken, code invoices and pass for payment appropriately.
10. Deal with routine correspondence using own initiative.
11. Have significant data responsibility -accurately input data into computerised departmental systems, databases and spreadsheets and process, retrieve, analyse and cleanse data as necessary.
12. Along with  the Service Support Officer,  track responses to Data Protection, Freedom of Information, Local Government Ombudsman and similar requests that are received by the Division; liaising with relevant teams (for example complaints, information governance and performance) to ensure responses are appropriate, agreed and completed within statutory timescales.
13. Provide project support under the direction of the Service Support Officer and/or Head of Education.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. RQF Level 2 in English Language or ability to pass assessment at interview
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Communication skills with the ability to produce detailed written reports and deal with people at all levels in person, on MS teams or by telephone, including those making complaints.
3. Demonstrate ability to effectively organise and prioritise personal workloads to ensure deadlines are met.
4. Secretarial and ICT skills.
5. Ability to demonstrate political sensitivity and awareness.
6. Ability to collate and interpret numerical data.
7. Ability to work as part of a team.
8. Microsoft Office Suite.
9. PowerPoint.
10. Previous secretarial or Personal Assistant support.
11. Proactive and able to use own initiative in problem solving.
12. Flexible attitude to work tasks and a changing work environment.
Desirable key skills, abilities, knowledge, experience, values and behaviours
13. Knowledge of the services provided by the directorate. 
14. Previous secretarial or Personal Assistant support to a senior manager or equivalent. 
15. Experience of working in a large and complex organisation.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No



image1.jpeg
East Sussex
County Council




