

Manchester City Council
Role Profile

Executive Members Office Manager, Grade 8

Legal Services, Chief Executives Directorate
Reports to: Head of Leader’s Office
Job Family: Business Support

Key Role Descriptors:  

The roleholder will provide high quality, customer focused, flexible and timely business support directly contributing to the achievement of objectives of a high quality service.

The roleholder will ensure that appropriate technology, processes, equipment and business support systems are in place and lead in the development, design and review of appropriate supporting policies and procedures. 

The roleholder will provide effective strategic management of staff, physical and finance resources in accordance with a range of performance, good practice, and customer service standards to meet and raise service standards in relation to customer care, value for money, taking account of the, corporate priorities financial regulations and legislative requirements.

Key Role Accountabilities:

Support and provide expert advice to stakeholders within the organisation to ensure efficient service specific processes and strategies are in place to manage the service requirements.  

Lead the development and implementation of systems that provide effective governance over the achievement of organisational plans and objectives. Ensure that plans and processes incorporate and reflect the strategic needs of the service as well as the overarching objectives of the wider organisation.  

Identify key strategic service related issues, ensuring the effective implementation of timely and appropriate action. Champion improvements in the quality, consistency and coherence of service focused activities with a consistent focus on improved quality, performance and customer service.  

Effectively manage customer consultation working with key stakeholders both internally and externally to ensure feedback mechanisms are in place and maintained properly throughout the service.  



Quality assure the development of a consistent business support function, undertaking service planning and reviews and aligning them with manager requirements and providing professional advice on a range of business support issues as required.  

Ensure that appropriate business support and administrative processes and procedures are established, maintained, reviewed and developed to meet service needs.  

Oversee the production of effective and accurate management information, ensuring that this is produced accurately and consistently to strict deadlines. Roles at this level may be required to manage a range of assigned resources.  

Staff management duties may be either through direct line management (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers.  

Personal commitment to continuous self-development and service improvement. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.  

Develop effective partnerships and collaborative working arrangements with other services to identify council wide improvements and cross-cutting initiatives to improve the value-added role of business support. 

Where the role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role. If, however, a certain task proves to be unachievable, job redesign will be given full consideration.  
 



Role Portfolio: 

Executive Members Office
The Executive Members Office is based within the City Solicitor’s Division which comprises Legal and Democratic Services, Registrars and Coroners, Communications, Electoral Services and the Civic and Ceremonial Team. The City Solicitor’s division underpins the legal, democratic and statutory functions of the Council and also provides frontline services directly to residents in Elections, Communications and Registrars and Coroners.  

The Executive Members Office is part of Legal and Democratic Services and provides dedicated PA support to the 9 Executive Members. This includes email and diary management, handling all enquiries and requests for meetings, meeting preparation and facilitation and travel booking.  
 
  

Role Specific 
 
· Engage with Executive Members to ensure a high-quality service is provided which meets their changing needs. 
· Deliver a professional and politically neutral service to all Councillors in line with the guidelines set out in the Council’s constitution. 
 
· Explore opportunities for continuing business improvement and establishing clear service standards and manage conflicting priorities. 
 
· Review processes and procedures and suggest improvements to ensure they are efficient to meet the needs of the department.  
 
· Performance manage staff, including creation and provision of learning and development activities to ensure staff are motivated and equipped with the requisite skills, knowledge and behaviours to deliver a high quality, efficient, customer focused service. 
 
 
Key Responsibilities 
 
· Allocate resources to ensure that adequate and flexible cover is provided to Executive Members at all times.
· Develop working practices which take into account the needs and preferences of the Executive members.
· Maintain effective working relationships with senior leaders in the organisation, elected members, Members of Parliament and Key community stakeholders.
· Monitor budget and authorise payments. 
· Gather information for all Executive Member related FOI requests and formulate responses for sign off. 
· Work closely with the Deputy Leader to ensure a comprehensive training and development offer is delivered to Executive Members 
· Organise and deliver a comprehensive Induction training programme for newly appointed Executive Members.
· Coordinate the arrangements for newly appointed and departing Executive Members.
· Record and investigate data incidents. 
· Health and Safety Lead for Executive Member related issues
· Maintain records relating to portfolio member priorities, monitoring enquiries and data to provide management reports based on this information.

 
 
 
 


Business Support Manager – Key Behaviours, Skills and Technical Requirements

	
Our Manchester Behaviours

• We are proud and passionate about Manchester  
• We take time to listen and understand  
• We ‘own it’ and we’re not afraid to try new things  
• We work together and trust each other  
• We show that we value our differences and treat people fairly  

Generic Skills

· Communications Skills: Speaks fluently, expresses opinions, information and key points of an argument clearly, makes presentations and undertakes public speaking with skill and confidence. Ability to advise others and deal with sensitive issues in difficult situations inside and outside own area, negotiating riskier demands. Writes convincingly and clearly, succinctly and correctly, avoids the unnecessary use of jargon or complicated language; writes in a well-structured and logical way and structures information to meet the needs and understanding of the intended audience.  
· Analytic skills: Ability to take a large quantity of data from a number of different and sometimes conflicting sources and analyse into trends/results. Ability to translate analyses into business cases which define potential benefits, options for achieving the benefits development of new or changed processes, and associated business risks.
· Planning and organising: Excellent time management skills, creating own work schedules, prioritising, preparing in advance and setting realistic timescales for own self and others. Has the ability to visualise a sequence of actions needed to achieve a specific goal and how to estimate the resources required.
· Problem solving and decision making: Ability to formulate independently a range of options for new or unfamiliar situations and to select the appropriate course of action to produce a logical, practical and acceptable solution. An ability to make independent decisions of a relatively uniform nature.  
· People management: Ability to lead, manage and motivate staff to high levels of performance in order to achieve change and maximise staff potential and contribution to the achievement of identified aims and objectives. Can also lead and plan the work of the team which deals with more diverse issues.
· Creative Skills: Ability to find creative solutions where there are no existing parameters or procedural framework  
· Strategic Thinking: Ability to contribute to the development, implementation and evaluation of strategy to shape future plans.  
· Commissioning Skills: Ability to use the skills and knowledge of partners to inform commissioning intentions in a wide area of activity.  
· Research & Intelligence: Ability to research innovative approaches and develop creative responses to leadership and management development challenges.  





Technical requirements (Role Specific) 


· Experience of having worked closely with elected members in a supporting role. 
· Experience of managing a Team
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