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	Job Title 
	Executive Support Officer

	Reports to
	Assistant Director of Housing, Communities and Wellbeing

	Grade
	7

	Date
	April 2026



One Arun:
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Overall job purpose:
	To provide high-level, professional executive support to the Corporate Leadership Team (CLT) and the Senior Leadership Team (SLT).  To handle a wide range of complex tasks to ensure the smooth operation of leadership activities and contribute to the effective functioning of the directorates and the wider organisation. 

To be the first point of contact representing the CLT and SLT, working together as an efficient and professional team.



Key areas of focus:
	1. 
	To support CLT and SLT in their corporate leadership role to deliver a smooth-running and efficient office in the overall contribution to the organisation.

	2. 
	To ensure that the Director/Assistant Director/Group Head is fully prepared for all internal and external meetings by liaising with other members of CLT, Group Heads, Cllrs and officers as required, preparing and collating background papers and reports in readiness for the Director’s /Assistant Director’s /Group Head’s attendance at meetings

	3. 
	Actively engage and collaborate in the Directorate Management Team meetings, manage the administrative support to both the Directorate Management Team and Corporate Leadership Team meetings including the preparation of the agendas, production of minutes and maintenance of work programmes

	4. 
	To act as the first point of contact for CLT and SLT, handling correspondence and phone calls in a professional and knowledgeable manner.  To triage these contacts and determine the appropriateness of senior management input or where appropriate, responding on behalf of the CLT/SLT.

	5. 
	To understand the governance surrounding the posts that sit within CLT and SLT and the hierarchy of the organisation in order to signpost enquiries to the most appropriate officer.  This includes a working knowledge of the council’s Constitution in respect of the decision-making process and corporate responsibilities. To be confident to make decisions in the absence of the relevant senior manager, based on knowledge of their priorities and ways of working, corporate policies and procedures, and in line with appropriate authorities as set out in the Constitution.

	6. 
	To handle sensitive and confidential information in order to support the CLT and SLT in carrying out their roles, and to do so with professionalism and discretion. To support CLT and SLT to ensure that priorities and deadlines are met.

	7. 
	To interact and liaise – on behalf of CLT and SLT - with a broad range of people, including management, colleagues, senior councillors such as the Leader and the Chairman, as well as providing a professional face of the council to members of the public and external agencies/partners who contact the council. This will include high-ranking officials from other public sector organisations or agencies such as MPs.

	8. 
	To work autonomously and proactively, whilst still ensuring that the relevant CLT member is aware of activities and performance within their directorate.

	9. 
	To assist CLT and SLT with project planning and delivery, sometimes taking on small projects separately which may feed into larger ones. This may include carrying out research projects to enable senior management to make informed decisions.

	10. 
	To oversee the relevant CLT member’s budget responsibilities, and monitoring spend to ensure that financial profiles are maintained.  To liaise with the council’s Finance Team in relation to finalising annual budgets.

	11. 
	To attend meetings where requested (including evening meetings) and contribute to those meetings as required. To prepare and issue agendas, to record notes/minutes for distribution, and to manage work programmes. To manage completion of actions arising from those meetings, where relating to the CLT or SLT function and to provide feedback to officers following the meetings.  This will include attending various meetings both on and off site with partner agencies which relate to the service area.

	12. 
	To monitor adherence to corporate-wide activities such as Health & Safety tasks, Business Continuity Plans, Risk Registers etc,

	13. 
	To provide a high-level executive support service to your nominated Director/Assistant Director and Group Heads in terms of diary management, ensuring deadlines are met, reviewing priorities, monitoring personal mailboxes.

	14. 
	Any other duties that are appropriate with this post.



Specific Support to Housing, Wellbeing and Communities
	15.
	To provide proactive diary management support for the Assistant Director of Housing, Wellbeing and Communities and the Group Head of Landlord Services, ensuring meetings are prioritised, coordinated and aligned with service deadlines and strategic commitments.


	16.
	To review correspondence and emails for the Assistant Director of Housing, Wellbeing and Communities and the Group Head of Landlord Services, identifying priorities and routing matters to the appropriate officer for response or action.


	17.
	Support with staff development and culture, ensuring the service adheres to the Governance and Viability Standard. Working with HLT and People Services to ensure that service staff are accessing training and learning development. 

	18.
	Where required, co-ordinate corporate health and safety tasks across Housing Wellbeing & Communities directorate.

	19.
	To undertake any other tasks identified by the Assistant Director of Housing, Wellbeing and Communities and the Group Head of Landlord Services, where these are considered to be within the remit of this role.






Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Business Administration qualification and/or PA qualification 
	X
	

	GCSE or equivalent in Maths and English.
	X
	

	Experience

	Excellent written and verbal communication skills
	X
	

	Two years in a supportive Executive Assistant/PA type role to senior management
	X
	

	Experience of working within a local government environment
	
	X

	Experience of basic project management
	
	X

	Experience of complaint handling, working with sensitive and confidential data, and understanding of data protection regulations.
	X
	

	Experience of working collaboratively with elected members and senior officers
	X
	

	Knowledge

	Familiarity with key operational and procedural documents such as Constitution, Code of Conduct etc 
	
	Learn on the job

	Working knowledge of key legislation i.e. Localism Act 2011
	X
	

	Excellent IT skills and confident use of Microsoft Office package.
	X
	

	Ability to identify and embrace new ways of working and adaptation to new software solutions.
	
	X

	Behaviours

	Active listening - Actively listens to understand specific challenges, building a rapport by showing empathy.
	X
	

	Consistency - Maintains standards, behaviours and fair decision making at work, doing what 
they say they will do, and encouraging/developing 
team members to do the same.
	X
	

	Adaptability - Can react quickly to changing 
strategies or ideas. Promotes and facilitates change easily. Is able to navigate staff through periods of uncertainty with positivity.
	X
	

	Competencies

	Communication - Able to communicate to 
all levels, often relating to contentious and complicated matters, respectfully and appropriately
	X
	

	Critical thinking - Considers different perspectives, importance and relevance of information, and Council needs, objectives 
and procedures in balance with risks, costs and benefits when making decisions and solving problems with strategic overview
	X
	

	Organisation skills - Identifies critical tasks and 
deliverables and organises necessary resources 
and support to achieve objectives
	X
	

	Initiative - Is resourceful and able to work and make decisions with limited supervision, effectively tailoring actions to achieve the impact 
needed
	X
	

	Organisationally aware - Understands the general 
functions of the council and the impact of decisions on other areas, with an in-depth 
knowledge of departments frequently worked 
with. Can demonstrate an understanding and 
knowledge of working in a political environment
	X
	

	Problem solving - Able to identify internal/
external issues related to the role/team/department, consider solutions and risks and implement to support objectives
	X
	

	Other 

	
	Yes
	No

	Does this role require a Basic/Enhanced DBS check?
	
	x

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	x

	Is this a Politically restricted post?
	
	x

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	x
	

	Does this role require a driver’s licence and access to a vehicle?
	
	x

	Does this role attract an essential car user allowance?
	
	x

	Does this role attract a market supplement?
	
	x

	Does this role require a uniform?
	
	x
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