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Job Description and Person Specification


1. Job details 

Job title:					Leadership Support Manager - Leader’s Office

Directorate:					Chief Executive's Office

Service:					Executive Support

Grade:					I

Competency behaviour role type:		Line manager

Responsible for:				PA to Chairman
PA to Leader

Reporting to:					Head of Chief Executive’s Office

Date last updated:				24 September 2026

Role Profile:					Team Member


2. Role purpose

To provide high-quality, politically neutral support to the Leader of the Council, enabling the effective delivery of their executive, community leadership and organisational leadership responsibilities.

Working within the Chief Executive's Office and reporting to the Head of Chief Executive's Office, the postholder will manage the Leader's priorities, correspondence, briefings, commitments and follow-up actions, ensuring matters requiring attention are identified, appropriately prepared and progressed through the correct member or officer route.

The postholder will act as a key link between the Leader, Chief Executive, senior officers, elected members, residents and external stakeholders, supporting effective communication, coordination and decision-making.

The role will ensure clear distinction between political leadership, officer responsibilities, governance and operational management, while maintaining appropriate separation between Council business and party-political activity.

Through professional relationships, effective coordination and sound advice, the postholder will influence outcomes and support organisational effectiveness. The role will not direct Council services on behalf of the Leader or assume responsibilities belonging to the Chief Executive, statutory officers or service management.

3. Key objectives

1. Maintain strategic oversight of the Leader's priorities, commitments, key relationships and emerging issues, ensuring focus on matters requiring political leadership and timely intervention.

2. Establish and manage effective systems for responding to and tracking correspondence, decisions, actions, commitments and emerging themes arising from the Leader's engagements, meetings and casework.

3. Identify recurring resident, stakeholder and organisational issues, escalating insights, risks and opportunities to the Leader and relevant officers to inform decision-making and action.

4. Support and strengthen the working relationship between the Leader and Chief Executive by identifying issues requiring joint discussion, coordinating information and ensuring matters are appropriately framed and progressed.

5. Provide clear oversight and reporting on progress, risks, dependencies and outstanding actions, maintaining accurate records of commitments, decisions and representations made in the Leader's name.

6. Apply sound judgement to ensure issues are directed through the appropriate governance route, recognising the distinct responsibilities of the Leader, Executive, Portfolio holders, Chief Executive, statutory officers, executive directors and service areas.

7. Develop and maintain a resilient and effective Leader's Office function, ensuring continuity of support, clear processes and consistent service delivery to the Leader, Chief Executive and wider organisation.


4. Principal duties and responsibilities
 
1. Align the Leader's priorities with the Council's corporate planning, governance, performance and decision-making arrangements, working closely with the Head of Chief Executive's Office.

2. Develop and implement a clear approach for prioritising and monitoring requests, commitments and actions, working with the Leader, Head of Chief Executive's Office and relevant officers to ensure expectations, capacity and delivery timescales are understood and agreed.

3. Lead and manage the Leader's Office team, ensuring the delivery of a high-quality, coordinated and resilient support service to the Leader of the Council and Chairman, including effective supervision, development and performance management of staff

4. Identify and progress matters requiring information, decisions or action, working with appropriate officers to secure timely responses and providing constructive, impartial challenge where information is incomplete, unclear or insufficient.

5. Research, draft, commission, coordinate and quality assure briefings, speeches, correspondence and supporting materials for the Leader, ensuring information is accurate, timely, concise, politically aware and fit for purpose.

6. Advise the Leader on the most appropriate organisational route for raising, escalating or resolving issues, ensuring advice clearly distinguishes between political considerations, Council policy, professional officer advice and statutory or governance requirements.

7. Monitor deadlines and correspondence, ensuring enquiries received by the Leader are acknowledged, tracked and responded to promptly

8. Draft and coordinate speeches, messages, briefing notes, press statements, articles, correspondence and other communications in the Leader's voice, working closely with the Communications team to ensure consistency with the Council's priorities, political objectives and corporate messaging.

9. Support the Leader's preparation for meetings, visits and engagements by working closely with the Leader's PA and relevant officers.

10. Maintain a forward programme of key meetings, partnerships, government activity and significant local events to support effective planning and prioritisation

11. Contribute to the continuous development of the Chief Executive's Office and provide flexible support during periods of organisational pressure.

12. Undertake other duties commensurate with the nature and level of the role as directed by the Head of Chief Executive's Office.

13. Maintain a strong understanding of the political, local government and partnership landscape, ensuring the Leader is provided with timely intelligence, briefings and insight on issues, opportunities and risks relevant to the Council's priorities and responsibilities.

14. Carry out other responsibilities aligned with the scope and level of the role. 


5. Essential role criteria

Qualifications, licences and certification

1. Educated to degree level or able to demonstrate equivalent knowledge and experience gained through professional practice

2. Evidence of continuing professional development relevant to leadership support, governance, communications, public administration, policy or local government.

Knowledge and experience

3. Demonstrate a track record of working in a complex, fast-paced organisation where competing priorities and deadlines must be managed effectively.

4. Demonstrate a track record of drafting high-quality correspondence, briefings, reports, speeches or communications on behalf of senior leaders. 

5. Demonstrate a track record of supporting senior leaders, executives, elected members, board members or other high-profile stakeholders.

6. Experience handling sensitive, confidential, politically sensitive or reputationally significant matters. 

7. Demonstrate a track record of working with minimal supervision and exercising sound judgement.

8. Demonstrate a track record of coordinating activity across multiple teams, services or organisations to achieve outcomes. 

9. Demonstrate a track record of establishing and maintaining systems for tracking actions, commitments, correspondence and priorities.

10. Understanding of the respective roles of elected members and officers, including the distinction between political leadership, governance and operational management.

11. Knowledge of information governance, confidentiality, data protection and the importance of maintaining political neutrality and professional integrity.


Skills 

12. Excellent written communication skills with the ability to produce concise, accurate and influential briefings and correspondence.

13. Strong analytical skills with the ability to evaluate information, identify emerging issues, risks and opportunities, and make recommendations.

14. Excellent organisational skills, attention to detail and the ability to work independently whilst managing multiple priorities.

15. Ability to build effective relationships, influence through collaboration, and provide constructive challenge to senior stakeholders.

16. Demonstrates professionalism, integrity, political awareness, sound judgement, discretion, resilience and a commitment to excellent public service.


6. Desirable role criteria

1. Qualification in public administration, governance, communications, management, business administration or a related discipline, and/or a professional qualification in project management, communications or leadership support

2. Experience working in local government, particularly in a Chief Executive's Office, Democratic Services, Governance or Leader’s Office. 

3. Experience supporting elected members and working within political or governance structures.

4. Experience supporting organisational improvement, partnership working, performance management or corporate planning activities

5. Knowledge of local government governance and decision-making processes, including Cabinet or Executive arrangements.


7. Our staff values
All colleagues are expected to demonstrate behaviours aligned to our values. 
	[image: Work collaboratively  logo]
	Work Collaboratively 
We work in partnership across the Council and externally, fostering a strong sense of belonging and shared ownership to achieve common goals and positive outcomes.

	[image: Be innovative logo]
	Be Innovative
We identify and implement new ways of working to drive meaningful and continuous improvement across the Council. Our people and teams are empowered to grow through continuous learning. 
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	Act with Integrity 
We cultivate a culture of honesty, respect, kindness and inclusion, ensuring our approach is both ethical and compliant.
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	Demonstrative Accountability 
We each take personal ownership and accountability for delivering outcomes in a timely and effective manner, ensuring these are aligned with Council goals and priorities. We remain realistic and true to our commitments. 
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	Think Sustainably 
We are clear on our social responsibility and are focused on meaningful outcomes for our communities and environment through considered, resilient and future-ready decisions. 
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