Job and Person Profile (JPP) 


	Job details

	Job title
	Executive Assistant and Project Support

	Job Reference
	24634

	Grade and Salary
	5 - ​£34,434 - £40,777 per annum 
This role includes performance related pay progression 

	Service and Team
	LGR Implementation Team, hosted by Suffolk County Council

	Location
	Endeavour House, 8 Russell Road, Ipswich, Suffolk IP1 2BX
(Hybrid working, with a requirement to work from the office for 40% of working time)

	Hours per week
	37

	Status
	Fixed Term or Secondment until 31 March 2028

	This role may offer the following flexible working options

	· Working compressed hours (e.g. a nine-day fortnight)
· Use of flexitime / time off in lieu
· Working from different Council buildings
· Working adjusted core hours (e.g. starting later and finishing later or other patterns)





	About Us



As councils across Suffolk come together to create new unitary arrangements, our focus is on delivering a transition that is safe, legal, financially credible and centred on continuity of services for residents.

Local Government Reorganisation (LGR) represents one of the most significant public sector change programmes the county has undertaken. It requires strong system leadership, pace, collaboration and assurance to ensure new authorities are operational, resilient and credible from vesting day.

	Main purpose of the job



To provide high-quality executive and project support to the LGR Programme Director, helping coordinate the effective day-to-day running of the programme. The postholder will support the management of priorities, governance, stakeholders and programme activity, ensuring the Programme Director is able to operate effectively in a complex, fast-paced and multi-organisational environment.

	About the team



This role sits within the LGR Implementation Team, hosted by Suffolk County Council and working across the Suffolk local government system. The team will provide programme grip, governance, evidence, communications, analysis and design capacity to support delivery across workstreams, predecessor authorities and emerging shadow arrangements. The team is expected to be relationship-led, proactive, future-focused, system-wide in its thinking, and a trusted point of coordination for partners across Suffolk.

	
What you will be expected to deliver in the role



Day-to-day tasks may include: 
· Proactively support the Programme Director to deliver the LGR Programme and its priorities.
· Lead on delegated projects using clear insight of strategic and corporate priorities.  
· Proactively build a broad understanding not only of own business area but also a strong sense of wider political and corporate challenges – ‘the bigger picture’.  
· Maintain realistic, efficient and manageable electronic diaries for the Programme Director.
· Coordinate all aspects of PMO meetings, programme events and conferences, including agenda planning, preparation of papers, correspondence, travel arrangements and ensuring deadlines and follow-up actions are managed effectively.
· [bookmark: _Int_Foxrc52w]Deputise for the Governance and Research Lead in preparing for, and attending, Implementation Board meetings, in relation to coordinating associated arrangements, agenda preparation and distribution, and note taking.
· Support with budget management as required.  
· Contribute as an active member of the wider programme team, supporting the successful delivery of programme priorities and objectives.
· Proactively deal with a range of complex enquiries on behalf of the Programme Director, redirecting activity to meet customer expectations.  
· Coordinate responses to programme correspondence, enquiries and escalations.
· Co-ordinate the reporting of information, negotiating deadlines and content provision with colleagues at all levels.
· Build strong relationships with a broad range of stakeholders, internal and external leaders and key influencers.  
· Build effective working relationships with elected members, senior leaders and programme stakeholders across Suffolk's councils.
· Both contribute to and influence the day-to-day work of the Programme Director and feel empowered to make decisions autonomously and challenge accepted process.  
· To fully own and become the ‘go-to’ person for delegated areas of business.  
· Provide logistical support to the Programme Director by arranging meetings, drafting communications, producing reports, diary management etc. as required.  
· Coordinate responses to Freedom of Information and information requests relating to the programme.
· Identify and escalate issues for the immediate attention of the Programme Director and relevant programme leaders.
· Lead on the staff communications and engagement plan to deliver specific outcomes if appropriate in the service area.
· Lead on cross directorate / cross organisational projects.  
· Undertake delegated health and safety assessments and assist with H&S audits as required.   
· Work with real influence and impact, leading and driving significant pieces of work.  
Although this list provides examples of what you will be doing it is not intended to be exhaustive, and you will have personal objectives linked to the programme priorities that will be discussed and agreed with your line manager when you start. 
	Person Profile – what you will bring to the team



Personal values
1. Demonstrates a passion for making a positive difference for Suffolk, its communities and public services, with residents at the heart of their work.
2. Commitment to equality and public service values
3. Strives to continuously improve in everything they do, taking the initiative to learn and develop. 
4. Brings creativity into their work through innovation and openness to change. 
5. Collaborates well with others and offers assistance and support to colleagues. 
6. Demonstrate integrity, accountability and professionalism in everything they do.

Qualifications & Professional Memberships
7. Level 6 or 7 qualification or able to demonstrate an equivalent level of knowledge and experience.
8. Management qualification (e.g. CMI, CMS, NVQ Level 4 or equivalent), or relevant management experience.
9. Recognised project management qualification or training, or able to demonstrate an equivalent level of project management knowledge and experience.

Specialist Knowledge, Skills & Experience
10. Excellent communication skills, with the ability to convey both simple and complex information to a wide range of audiences, both internally and externally.
11. Ability to research, analyse and present sensitive, complex and sometimes contentious information within a political environment.
12. Strong networking and relationship-building skills, with the credibility to lead and motivate others through significant change.
13. Ability to delegate, prioritise and manage workloads effectively.
14. Sound knowledge of a broad range of administrative procedures, alongside excellent working knowledge of Microsoft Office applications, including Word, Excel, PowerPoint and Outlook.
15. Political awareness and sensitivity, with the ability to work closely with Councillors and support colleagues to do the same.
16. Strong problem-solving skills, with the ability to propose solutions and support others in reaching effective outcomes.
17. Excellent planning and organisational skills, ensuring deadlines are met across both long-term and day-to-day priorities.
18. Proven ability to work on own initiative, planning, prioritising and managing conflicting deadlines with minimal supervision in a pressurised environment.
19. Proven ability to manage a caseload of project work to completion, or support others in doing so.
20. Ability to identify, monitor and escalate risks at corporate, programme and project level.
21. Sound understanding of local government structures and the current challenges facing public services.
22. Proven experience of providing secretarial or administrative support at a senior level.
23. Proven experience of providing administrative support to programmes and projects.
24. Experience supporting complex projects involving multiple internal and external partners.
25. Proven ability to work flexibly and effectively with people at all levels of seniority.
26. Experience managing competing demands from multiple managers, with the ability to prioritise effectively in line with service priorities and challenges.

Additional Requirements
27. Flexible approach to working patterns and locations.  
28. Willingness to become a mentor, coach or super user.  
29. Resilient, flexible and organised. 

If you have a disability or long-term illness that otherwise prevents you from meeting any of the essential criteria, please contact us to discuss whether a reasonable adjustment could be made.

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.

	Travel requirements



[image: ]


On occasions, there may be a requirement for you to travel using reasonable and suitable means available to you.
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	Proposed PMO Structure
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