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JOB TITLE:
Corporate Services Administration Assistant
CONTRACT
Fixed Term until 31/03/2028
SALARY:

£26,403 - £28,142
What is the Role?
This is a senior administrative and coordination role supporting the Corporate Services Manager in providing executive, governance and administrative support to the Chief Executive Officer, Executive Leader, Mayoral Office and Local Government Reorganisation (LGR) Theme Leads.
The postholder will operate with a degree of autonomy, initiative and discretion to coordinate activities, manage competing priorities and support the delivery of corporate objectives and strategic programmes, including LGR.  They will help ensure the effective operation of the Chief Executive’s Office, Executive Leader’s Office and Mayoral Office through the provision of professional executive support, governance coordination and stakeholder engagement.
Key responsibilities include:
· Providing comprehensive executive support to senior leaders, including diary management, meeting coordination and handling complex and changing priorities.

· Reviewing, prioritising and responding to correspondence and enquiries, escalating matters where appropriate.

· Acting as a key point of contact between senior leaders and internal and external stakeholders.

· Supporting the administration and coordination of Local Government Reorganisation workstreams and other strategic corporate initiatives.

· Arranging and supporting meetings, workshops, engagement activities and governance arrangements involving senior officers, elected Members, government representatives and partner organisations.

· Providing administrative support to LGR Theme Leads and assisting with project delivery and organisational change activities.

· Supporting the planning and delivery of corporate, civic and strategic events, including venue arrangements, supplier liaison, bookings and event logistics.

· Building and maintaining effective working relationships with colleagues, elected Members, partner organisations and members of the public.

· Responding professionally and sensitively to enquiries, complaints and complex issues, exercising sound judgement and discretion.

· Monitoring progress, identifying issues, recommending solutions and escalating concerns where required.
The role requires a proactive, flexible and highly organised individual who can work independently while supporting the successful delivery of corporate priorities and maintaining high standards of customer service and professionalism.

Who is the Person?
The successful candidate will have substantial experience supporting senior leaders and managing complex administrative and coordination activities within a professional environment.  They will demonstrate excellent organisational skills, sound judgement and the ability to manage competing priorities with minimal supervision.
They will possess:
· A strong understanding of the roles of Chief Executives, Mayors, senior leadership teams and elected Members within local government.

· Experience of providing executive and administrative support to senior officers and managing confidential and sensitive information.

· Excellent organisational, planning and prioritisation skills.

· Experience supporting meetings, governance arrangements, senior management functions and decision-making processes.

· Knowledge of governance, confidentiality, information management and corporate procedures.

· Strong ICT skills and the ability to quickly learn and use new systems and technologies.

· The ability to analyse information, identify practical solutions and resolve issues proactively.

· Excellent written and verbal communication skills.

· Strong stakeholder engagement skills, with the ability to build effective relationships at all levels.
The postholder will be highly professional, confident and diplomatic, with exceptional discretion when handling politically sensitive or confidential matters.  They will be customer focused, resilient and calm under pressure, with the flexibility to adapt to changing priorities and organisational needs.
They will demonstrate accountability, initiative and a commitment to continuous improvement, working effectively both independently and as part of a team to achieve excellent outcomes while maintaining a smart and professional approach at all times.
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