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 City of Bradford Metropolitan District Council Job Profile
	Reference Number
	TO BE COMPLETED BY JEGS / HR

	Role Title
	 Personal Assistant to Assistant Director – Regeneration & Economy

	Directorate
	Growth

	Service Area
	 Regeneration and Economy

	Reports to
	 Assistant Director – Regeneration & Economy


	 

	



	Role Purpose (maximum of 3 points, with no sub bullet points)

	1. To provide a professional and confidential Personal Assistant Service to the Assistant Director

2. To work in liaison with other support staff within and across Departments, building effective working relationships with peer groups as appropriate across the Council

3. To develop and manage office systems, including ICT and processes for enquiry handling.

	Duties and Responsibilities (maximum of 15 points, with no sub bullet points)

	
1. To effectively manage the diary of the Assistant Director, organising appointments and arranging and administering meetings and interviews as required.

2. To prepare and type confidential correspondence, documents, reports, letters, minutes of meetings etc, draft and initiate correspondence as required.

3. To design and maintain the Assistant Director’s confidential and recording data/filing system and office systems including email. Proposing and implementing any areas for improvement.

4. Make any necessary travel and booking arrangements, including organising hotel accommodation, rail tickets, lunches, etc.

5. As a primary contact for the service, prioritise and action telephone enquiries, letters and emails, or redirect to relevant service areas as appropriate.

6. Take minutes of meetings as required by the Assistant Director.

7. Design and maintain systems for tracking action is taken in relation to complaints, correspondence, minutes of meetings, requests for in formation, service wide returns including collation of statistical information and any other issues as directed by the Assistant Director.

8. Co-ordinate the preparation of reports for committee, Corporate Management Team and other meetings as required by the Assistant Director. 

9. To research information and undertake projects and tasks for the Assistant Director, as required.

10. To make wide-ranging contacts on behalf of the Assistant Director both internal and external to the Council.

11. To network and build effective working relationships with peer groups across the Council.

	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	
No direct line management but may have to engage with a wide variety of stakeholders 

Able to make routine judgments and decisions but must be aware when to escalate 

Role may have an impact on the service’s reputation 

Will be involved in sensitive and confidential communications with elected members and other stakeholders which may have an external impact both politically and socially
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 Person Specification
	Knowledge / Skills / Experience required

	Experience of writing formal and informal letters and reports 

	Knowledge of information management including storage of confidential information ensuring security of data both on a manual and computerised basis

	Knowledge of events management including managing diaries, servicing meetings, producing agendas and taking minutes

	Knowledge of effective customer service to both internal and external customers face to face, via telephone or email

	Experience of using MS Office and other software systems relating to correspondence and management information

	Experience of co-ordinating correspondence or other business-related activities in a work office environment

	Experience of managing a register of activity such as a complaint or enquires tracker.

	Professional confidence and ability to work constructively with managers in relation to formal correspondence.

	An appropriate level of office/clerical work experience including telephone, MS Teams  experience and provision of financial or management information via electronic systems.



	Key benchmarked competencies, traits and motives required to successfully deliver the role  These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	x

	IT Packages
	Uses a range of complex IT packages relating to area of work
	x

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	x

	Communication
	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.

	x

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	x

	Relevant Professional Qualification
	GCSE English Grade A-C, or equivalent qualification or qualification by experience
	x

	Carries out performance management
	Covers the employees’ capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.
	x

	Communicates Effectively
	Covers a range of spoken and written communication skills required as a regular feature of the job. This includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information.

	x

	Carries Out Effective Decision Making
	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  This includes planning and organising, self-effectiveness and any requirements to quality check work.
	x

	Undertakes Structured Problem-Solving Activity
	Covers a full range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. This includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships.

	x

	Operates with Dignity and Respect 
	Covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.

	x


		Applicants with disabilities are only required to meet the essential special knowledge requirements (clearly marked)

	
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2018 in relation to Disability Provisions.  
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