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Manchester City Council

Role Profile

Civic Events Officer, Grade 6

Civic and Ceremonial Team, Corporate Core Directorate

Reports to: Business Support Manager (Civic and Ceremonial)
Job Family: Corporate Organisational Support
Key Role Descriptors

Working within a support service or Centre of Excellence, the role holder will provide high-quality information and advice to enable the delivery of service and organisational objectives through the delivery of assigned work packages and projects.

Key Role Accountabilities:

Effective delivery of assigned work packages to ensure achievement of service objectives, to support the effective decision making processes of the Council and to enable it to meet its legal obligations.

Ensure that work packages delivered are in line with organisational direction of travel and agreed policies / procedures, including consideration of Public Service Reform principles.

Provide robust and effective analysis of information in, using outputs to inform work packages and advise client services.

Work collaboratively across the wider Council, providing specialist advice, information, support and challenge to support client services to meet the objectives outlined in business plans and the effective delivery of organisational objectives.

Proactively assist the monitoring and review processes and procedures to ensure that key performance indicators are met and implement strategies and procedures to continually enhance the service.

Provide advice and guidance to colleagues across the organisation in area of specialism.

Roles at this level may be required to undertake management duties, either through direct line management of a team (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. 
Where the roleholder 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:

The Civic and Ceremonial Team is based within the City Solicitor’s Division in the Corporate Core.  

The Team manage all aspects of protocol and procedure and provide direct support to the Lord Mayor as the first citizen of Manchester. This includes oversight and delivery of major civic and special events of significant reputational importance to Manchester to the highest possible standard. 

The role holder will be responsible for managing civic events and engagements which can include planning and delivery of all aspects of civic events, diary management and customer liaison and all aspects of support to the Lord Mayor.

Civic Events Officer – Key Behaviours, Skills and Technical Requirements
Generic Behaviours: General
· 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
Good literacy and numeracy skills to undertake calculations and produce letters and other documentation

Ability to communicate clearly, concisely, accurately and in ways that promote understanding. 

Ability to engage with stakeholders to identify information needs and to know how to go about obtaining the relevant information.

Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority 

Planning Skills to map the achievement of a desired outcome through a series of actions and milestones with an ability to implement monitoring techniques to capture progress made.

Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary, be logical in thinking and explain reasoning behind decisions or actions taken

Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters.

Ability to use multiple applications, systems and associated software packages.

Ability to coordinate the administrative/business support to a busy office environment or manage the complex and busy diary of a senior officer.  Skills to proactively develop and maintain effective admin systems to meet the needs of team/service that covers a number of different disciplines.

Technical requirements (Role Specific) 
None
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