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SALARY GRADE: HBC6
	Halton Borough Council 
resourcing@halton.gov.uk


	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – Keeping great service delivery at the heart of everything we do
· Personal Growth – Learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Car leasing schemes

For further information about all the benefits we offer, please click HERE.

	About the Job 
To provide support and assistance to the Strategic Directors by acting as the first point to which contact with the Strategic Directors is made. The post holder provides confidential secretarial and administrative support, organises the Strategic Directors diary and ensures that effective liaison is maintained between the Strategic Directors, Councillors, employees, MPs, members of the public and external agencies at all levels.


	· To provide a comprehensive and confidential secretarial service including word processing of letters, reports, minutes, memoranda, to be produced from written work or dictation.
· To use IT and software packages to ensure a high standard of visual presentation of all work.
· To be responsible for maintaining an effective recording and monitoring system for all incoming post and in addition determining allocation to the relevant managers.
· To prioritise and adhere to tight timescales Identify issues needing the Strategic Directors attention.
· To screen incoming calls to the Chief Executive, obtaining necessary information, refer or redirect callers as necessary to the appropriate officer or section, ensuring consistency of treatment of all enquiries.
· Identify issues needing the Strategic Directors urgent attention.
· Anticipate the Strategic Directors needs and forward planning.
· To arrange and schedule meetings and conferences both internally and externally, including booking rooms / venues / refreshments, preparation of agendas and organisation of any travel requirements.
· To manage and organise the Strategic Directors diaries, in computer or manual format as required.
· To take minutes at internal and external meetings as required involving people at all levels.
· To answer queries and compose letters in response to matters judged not to require the Strategic Directors personal attention, or at the Strategic Directors request.
· To be responsible for the maintenance and retrieval of files including their establishment and referencing.
· To collate and disseminate information and maintain records, distribute reports as required.
· To ensure the Strategic Directors have all relevant documentation for meetings.
To co-ordinate the production of Board reports within the Directorate, ensuring they are produced to the Council’s standards and strict deadlines.
· To be responsible for co-ordinating the response to complaints received by the Directorate from MPs and Councillors, maintaining a register and enabling up to date information to be available to the Strategic Directors and ensuring all responses are made within the Council’s agreed deadlines.
· To develop and maintain a comprehensive working knowledge of the Directorates key policies, procedures and objectives.
· To develop an understanding of the Council’s structures and processes including any including any issues of political sensitivity.
· To have a working knowledge of all Directorates within the Council in order to provide adequate cover to the Strategic Directors over lunchtimes, holidays and sickness absence

Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

	About You

	5 GCSE’s or their equivalent, at Grade C or above, One of which must be in English language, or have the ability to demonstrate relevant experience and RSA II Typing / Word processing qualification
In addition you will have:
· Experience of providing secretarial service at a senior management level.
· Personal Assistant (PA) Experience at a senior management level
· An understanding and commitment to anti oppressive working practices
· The ability to communicate with people
· The ability to manage and defuse stressful situations where callers may be verbally abusive or aggressive
· An ability to act on your own initiative and to organise and prioritise your work to make efficient use of Strategic Directors time
· An ability to be discreet and to handle sensitive and confidential information appropriately

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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