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Manchester City Council
Role Profile

Business Support Lead Level 2, Grade 6
Adult Social Care, Children’s Services and Education Business Support
Reports to: Business Support Manager

Job Family: Business Support

Key Role Descriptors:  

The roleholder will provide high quality, customer focused, flexible, confidential and timely executive support directly contributing to the achievement of objectives of high-quality support.

The roleholder will work proactively, ensuring that appropriate and effective support is provided to the Senior Leader, in order for time and priorities to be managed strategically and with precision. 

The roleholder will act as the primary point of contact for the Senior Leader, managing communications, scheduling and correspondence with professionalism and discretion. 


Key Role Accountabilities: 

Lead accountability for ensuring best practice in the provision of executive support, ensuring the smooth operation of day-to-day responsibilities and strategic priorities. 

Responsibility for maintaining and managing diaries of Senior Leaders, prioritising appointments, meetings and engagements to maximise efficiency. 

Lead on the preparation of agendas, taking accurate minutes and tracking actions for key meetings. Independently analyse and interpret minutes and relevant data to ensure the Senior Leader is fully briefed and supported with relevant documentation and background information. 

Contribute to the development and improvement of wider-directorate initiatives, including identifying areas for improved efficiency and added-value to support the service.

Develop effective partnerships with stakeholders and collaborative working arrangements with colleagues to support the delivery of high-quality services.

Work collaboratively with colleagues and stakeholders to enhance the role of executive support throughout the Council, providing cover and flexibility where required.

Roles at this level may be required to support with inductions and training of new starters, this may potentially include the direction of work to the team to ensure this is undertaken accurately and in line with best practice.

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:
Adult Social Care and Children’s Services provide a variety of preventative and reactive support services to families from birth to death.

Adult Social Care and Children’s Services Business Support is a centrally managed service which provides professional Business Support to a number of teams within the Directorate.

The Secretary Level 2 provides high-level, confidential, and proactive support to a Senior Leader, ensuring the smooth coordination of daily operations and strategic priorities. Acting as a key liaison between the Senior Leader and a wide range of stakeholders, the roleholder manages complex diaries, correspondence, and communications with professionalism and discretion. They play a vital role in supporting governance processes, coordinating meetings, and ensuring timely follow-up on key actions, while contributing to service improvement and upholding the council’s values through a customer-focused and collaborative approach.

With strong organisational, communication, and ICT skills, the Secretary Level 2 is expected to think strategically, prioritise effectively, and maintain the highest standards of confidentiality and integrity. The role contributes directly to the delivery of a high-performing directorate by providing flexible, customer-focused business support and promoting continuous improvement in administrative processes. 

This is a trusted and visible role, requiring initiative, sound judgement, and a collaborative approach to working across services and with senior leaders.

The roleholder will have a high level of personal resilience due to the complex and distressing information they will be exposed to which can cross the desk of the Senior Leader.

The roleholder will work autonomously and proactively, making informed decisions and judgements independently, with little to no guidance from the Senior Leader. Their comprehensive understanding of the Directorate and Council priorities enables them to effectively organise meetings, events, and tasks in a logical and efficient sequence.

The roleholder will be responsible for: 
· Using strong administrative and secretarial skills to support the Senior Leader effectively, with diligence and accuracy
· Producing a wide range of data and reports including minutes, actions, summary documents and key performance indicators using their knowledge of Microsoft Office or equivalent, and excellent keyboard skills 
· Communicating at the appropriate level, both written and verbal, to a wide range of internal and external stakeholders, 
· Adapting to challenging situations, responding appropriately using negotiation and influencing skills 
· Working independently with minimal guidance, making appropriate judgements and being proactive
· Acting as a trusted colleague and support to the Senior Leader, maintaining high levels of confidentiality and handling highly sensitive information appropriately 
· Understanding financial information and systems adhering to Financial Regulations.





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
· Communication Skills: Ability to communicate clearly, concisely, accurately and in ways that promote understanding. Good literacy and numeracy skills to undertake calculations and produce letters and other documentation
· Analytical Skills: Ability to engage with stakeholders to identify information needs and to know how to go about obtaining the relevant information.
· Problem Solving and Decision Making Skills: Ability 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
· Planning and Organising Skills: Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority 
· Creative Skills: Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters. 
· ICT Skills: Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.
· Administration Skills: Ability to coordinate the administrative/business support to a busy office environment or a manage the complex and busy diary of a Senior Leader.  Skills to proactively develop and maintain effective admin systems to meet the needs of team/service that covers a number of different disciplines. Ability to arrange and service complex meetings, preparing information, taking detailed notes and producing minutes from a wide range of meetings.
· Strategic Thinking: Understands the importance of organisational strategy and how they contribute to it. Applies knowledge of organisational priorities and policies to anticipate and respond to potential impacts on work.
Technical Requirements (Role Specific) 

· Enhanced minute taking skills with the ability to type at speed accurately and to translate these into key actions
· Consent to apply for a Disclosure and Barring check
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