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JOB DESCRIPTION

Adult and Community Based Services

Children’s and Joint Commissioning Services
JOB TITLE:
PA 
DIVISION:
Directorate Support
GRADE:


Band 7 
RESPONSIBLE TO:
PA to Director  
POST REFERENCE: 
102196 
Purpose of Post

To work as part of a team within the Directorate Support Team providing effective secretarial duties and administrative support to Chief Officers and members of the Departmental Management Team.
Main Duties and Responsibilities

1. To provide a full secretarial admin service, being first point of contact for visitors and phone calls. 
2. Contribute to the development and maintenance of administrative support systems.
3. Maintenance of the diaries and confidential files.

4. Production of documents/reports and presentations.
5. Assisting with confidential work for other senior members of the department.

6. Scheduling and organising meetings, which includes organising car parking, ebooking rooms, providing refreshments and receiving visitors.

7. Minuting meetings.

8. Assist in ensuring that Committee and other council report processes and etimetabling is delivered in conjunction with relevant corporate sections.

9. Making travel arrangements as necessary.

10. Any other duties of a related nature, which might reasonably be required and eallocated by Divisional Heads.

Changes 
The work of all Local Government departments changes and develops continuously, which in turn requires staff to adapt and adjust.  The functions/responsibilities above should not therefore be regarded as immutable but may change commensurate with the grading of the post.  Any major changes will involve discussion and consultation which if wished may involve a Trade Union / Professional Association representative.

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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