London Borough of Bexley 

Job Description
Job Title: Mayoralty Officer
Grade:
Bexley 08
Management Group: Legal and Democratic Services
Department: Members’ Services


Reports to:   Members’ Servies Manager and Scrutiny Lead
Functional links with: Members of the Council, London and other neighbouring Mayors and Mayoral staff, Members of the Public, Officers at all levels of the Council, local partner/charitable organisations, Deputy Lieutenant, MPs, Assembly Member and other Civic Dignitaries 
Main purpose of the job:  The Mayoralty Officer supports the Members’ Services Manager and Scrutiny Lead by providing a full business support service to the Mayoralty (Mayor and Deputy Mayor). This includes organising and delivering an agreed number of civic/ceremonial and charity events each year, maintaining the official Mayoral diary and providing a high level of customer service.
Major Duties and Responsibilities:
  
Office management
· Ensure correspondence including letters, email and telephone calls are dealt with appropriately, including alerting the Members’ Services Manager and Scrutiny Lead to specific priorities and issues.
· Provide administrative support to a range of meetings associated with Civic and Charity events, including arranging site visits.
· Maintain up to date contact lists for use by the Mayoral team.
· Collate and monitor feedback received by the Mayor and report back on progress to the Members’ Services Manager & Scrutiny Lead and the Mayor.
· Assist in maintaining administrative systems and procedures for the efficient operation of the Mayor’s office,  including electronic records.
· Support the annual induction of the new Mayor and Deputy Mayor.
· Ensure the Mayor’s office is well-maintained and organised.
· Work with the Macebearer and Mayoral Chauffeur to maintain Mayoral regalia.
Diary Management
· Maintain and actively manage the Mayoral diary, processing all invitations according to guidelines and protocol, ensuring that the mayor’s schedule is efficiently delivered within available resources.

· Ensure the Mayor and Deputy Mayor are fully briefed on diary commitments and have the necessary papers for all events/engagements.
· Prepare and distribute the Mayor’s weekly schedule.
· Liaise with the Macebearer & Mayoral Chauffeur to ensure they are properly briefed as to the Mayoralty’s requirements and movements.

Civic and Fundraising Activities 
· Assist in organising and delivering an agreed schedule of civic and charity events including liaising with key partners and organisations, preparing publicity materials, managing bookings and guest lists, corresponding with guests, and finalising event details (for example raffles, entertainment, menus).
· Attend and assist at Mayoral events, and if necessary, cover for the Members’ Services Manager and Scrutiny Lead if absent.
· Advise members of the public and organisations on protocol, as needed.
Managing Resources
· Raise Purchase Orders and ensure all invoices and receipts are correctly filed and paid.
· Monitor the Mayor’s Charity Appeal account, ensuring all donations and charity event income and expenditure is monitored, chasing outstanding payments were necessary.

· Assist in producing financial summaries after each charity event, and an annual overview of the Mayor’s Charity Appeal account.
· Ensure that the Mayoral vehicle receives the correct maintenance, servicing and repair.
Other Duties

· Deputise and cover for the Members’ Services Manager and Scrutiny Lead as required to support the efficient operation of the Mayor’s Office.
· Provide advice regarding the role of the Civic Mayor, including the role of the Mayor in public, the correct wearing of robes and relevant insignia and guidance to public organisations who have invited the Mayor to attend an event.
· Ensure confidentiality and sensitivity in all matters related to the Mayor’s office.
· Undertake additional duties as required, particularly in the event of any priority issue or emergency,  in support of Councillors and the Finance and Corporate Services directorate.
Job Activities:  
· The role is mainly office based. There is flexibility for hybrid working.

· The post-holder will be required to work occasional late evenings and weekends, including Friday and Saturday evenings and Sunday.

· The post-holder may represent the Members’ Services Manager and Scrutiny Lead at some events, advising the Mayor, Members of the Council and other guests attending, as required.

PERSON SPECIFICATION FOR POST OF MAYORALTY OFFICER
Management Group: Legal and Democratic Services

Section: Members’ Services
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	(a) Education and Formal Training 

Good standard of education (A Level or equivalent) 
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	(b) Relevant Technical Experience and Knowledge
Substantial experience in senior administration/business support role.
Experience in, and understanding of, working with in a Political environment. 
Able to learn Mayoral procedures and protocols and apply them to situations. 
Experience of using Microsoft 365 applications 
Flexible and able to work to deadlines.

Able to deal confidently with requests for information.

Able to work independently and under own initiative, as well as part of a team.

Excellent inter-personal and communication skills

Able to write clearly and concisely.
Experience of delivering events either in a professional or personal capacity
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Your application will be assessed against this criteria at the shortlisting stage and where indicated at the final selection stage.

KEY: 

I = Interview



A = Application Form
 DL = Driving Licence

	Post Title: Mayoralty Officer
	Job Family: Senior Support
	Bexley 08


	High Performance Indicators
	Level
	Description

	Change and Innovation
	B
	I create new and innovative practices to meet the needs of the team and customers.
I present change positively to others.
I anticipate and take action in the short term to create opportunities or avoid a crisis

	Communicating and Influencing
	B
	I present facts and ideas clearly.
I collate and interpret detailed information.
I adapt my style to the  audience and their needs.
I formulate proposals and make recommendations based on research.
I convey excitement and enthusiasm

	Achievement, Drive and Ownership
	B
	I take personal responsibility for dealing with issues or problems.
I measure and track my performance against identified goals.
I take opportunities to develop myself.
I show persistence in overcoming obstacles.
I balance competing demands on my time

	Customer Orientation
	B
	I monitor customer feedback and level of satisfaction with the service they receive.
I make myself available to customers, ensuring they know how to contact me.
I take responsibility for correcting customer concerns promptly, without judging others.
I offer ideas to enhance the development of customer centred services / solutions.
I seek to build and maintain positive relationships with customers

	Partnership Building
	B
	I help ensure there is a common understanding of responsibilities / expectations.
I recognise the right solution, regardless of who initiated it.
I encourage contributions from others to help reach the best conclusion

	Leadership
	A
	I ensure individuals / teams understand their role, objectives and how they fit in with broader organisational goals.
I keep the team informed about what is happening. 

I explain the reasons for decisions.
I monitor performance standards, and take action as appropriate

	Political Awareness
	C
	I understand the politics with both a large and a small ‘p’ in Bexley and partner organisations.
I work with others to ensure  Members queries are dealt with appropriately.
I am aware of other organisations political agendas and how they relate with Bexley.
I provide advice and guidance to staff to enable them to work within political protocols

	Breakthrough Thinking
	B
	I take a fresh look at situations to identify potential opportunities or issues.
I conduct research to gain evidence prior to making a decision.
I make decisions and clear recommendations based on a range of information.
I probe to find the underlying cause of an issue.
I look for gaps or inconsistencies in information and investigate further to clarify the situation.
I integrate risk and contingency into decisions and plans

	Using Technology
	B
	I use relevant technology to improve my own work productivity

	Professional Knowledge
	B
	I am independently able to perform some areas of my own professional specialism.
I have sufficient knowledge of my own area to guide others

	Understanding Regulatory Requirements
	B
	I understand Bexley policy and procedures, and relevant external regulations


