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Job DescriptionPRIVATE 

DESIGNATION


:
Lord Mayor’s Support Assistant 
GRADE



:
Grade 

POST NO



:
0158
DIRECTORATE


:
Democratic and Civic Support
UNIT




:
Mayoralty
RESPONSIBLE TO


:
Corporate Manager, Democratic & Civic Support & Lord Mayor’s Support Officer

SUPERVISORY

RESPONSIBILITY FOR

:
No Staff

LIAISON WITH


:
Officers and Elected Members of the Council, general public and outside organisations.

PURPOSE OF JOB

To undertake a range of administrative tasks at the direction of the Corporate Manager, Democratic & Civic Support and Lord Mayor’s Support Officer.

MAIN ACTIVITIES

1. To undertake a range of administrative tasks at the direction of the Lord Mayor’s Support Officer and/or Corporate Manager, Democratic & Civic Support; including filing; photocopying; opening post; replying to routine correspondence; typing letters; taking telephone calls, arranging meetings, inputting information into Council’s Financial Systems and updating the Unit’s web pages.
2. To assist in the management of the Lord Mayor’s diary - preparing the weekly events list; arranging appointments; dealing with correspondence; enquiries for the public etc.
3. To maintain databases of civic dignitaries and Mayoral contacts.
4. To organise some of the smaller civic functions on behalf of the Lord Mayor’s Support Officer and/or Corporate Manager, Democratic & Civic Support, including attending such as required.
5. Assisting the Lord Mayor’s Support Officer and/or Corporate Manager, Democratic & Civic Support in the arrangement of Civic functions, and attending such as required.
6. To cover for all absences of the Lord Mayor’s Support Officer and to deal with the whole range of duties (excluding any of those of a ceremonial nature), including the organisation of events and staffing arrangements for Guildhall and the Chauffeur.
7. To attend and assist as required at civic functions at Guildhall and other venues. Some evenings and weekends are required.
8. To manage and maintain the stock of civic gifts for visiting dignitaries, and to purchase items as required.
9. To be responsible for purchases relating to Guildhall and the Mayoralty stationary, cleaning materials, glasses, crockery, ensuring there are always adequate supplies for each function.
10. To keep a supply of gifts for the Lord Mayor to give to Guildhall visitors as appropriate. To advise the Lord Mayor’s Support Officer when further supplies are required.
11. To undertake the administration of Guildhall Private Bookings and assisting the Lord Mayor’s Support Officer with the promotion and administration of Civil Ceremonies; and 
12. To gather information, and research topics relevant to the work of the Corporate Manager, Democratic & Civic Support.
13.  Any other duties of a similar nature that may be required from time to time. 
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