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JOB TITLE



:
Level 3 Business Administration Apprentice Personal Assistant to SMB Members & the Leader
GRADE



:
 
POST NO



:
     
SERVICE



:
Democratic & Civic Support
UNIT




:
Personal Assistant’s Team
REPORTS TO


:
    
RESPONSIBILE FOR

:
No Staff
LIAISON WITH


:
Other Council Staff, Councillors, Members of the Public and outside organisations
PURPOSE OF JOB

To assist the PA Team to provide a comprehensive, efficient and confidential secretarial and support service in line with the individual work habits and preferences of senior management to enable them to focus on their strategic objectives, vision and management responsibilities.
MAIN ACTIVITIES

1. Undertake general office duties such as photocopying, scanning, collecting post.
2. Screen telephone calls and take messages on behalf of SMB members and the PA team.

3. To arrange meetings and appointments on behalf of SMB members. 

4. To print and collate agenda papers for meetings as appropriate.

5. To type, format and amend reports, correspondence and other documents, including preparing Powerpoint presentations 

6. To assist the SMT members and the Leader in any of their research tasks to include obtaining information for reports and supporting documents, obtaining background and contextual information for meetings.

7. Managing and reviewing office systems (filing etc.)

8. To provide cover for other PAs in their absence
9. To liaise with Councillors, Officers and external organisations as necessary.

10. To provide a reception and hospitality service for any visitors including arranging car parking where neecssary.
11. To reconcile credit card statements on behalf of SMB members on a monthly basis.
12. Assist with setting up AV equipment and other preparations for larger meetings.
13. Dealing with stationery and IT service requests.
14. 
Any other duties commensurate with the role.
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