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Executive Business

Manager,
Chief Officer
Support

Salary Range: £47,394 -£54,222
Location: 5 Pancras Square

Reports to: Kathryn Byrne, Head of Business
Support

For the Rebellious
www.camdenjobs.co.uk




About the role

Camden is building somewhere everyone can thrive, by making our borough the best place to live, work,
study and visit. Because we’re not just home to UK'’s fast-growing economy. We’re home to the most
important conversations happening today. And we’re making radical social change a reality, so that nobody
gets left behind. Here’s where you can help decide a better future for us all.

The Chief Officer Support service provides professional, dedicated personal support to Chief Officers at
Camden and work to oversee the effective running of the 4 Directorates. The Executive Business manager
role line manages the personal assistants and provides tailored support to the Executive Directors in
Business Management across the Directorate.

The things you’ll achieve

In this role you will focus on ensuring excellent levels of support are provided to Executive Directors,
Directors, and associated management teams, enabling them to effectively lead on the development
and delivery of the organisation’s strategic objectives.

You will provide dedicated and strategic support to the Directorate Executive Director for example,
horizon scanning, commissioning briefs and relationship management with key internal and external
stakeholders.

You will lead, develop, and manage the chief officer support staff ensuring the effective delivery of the
Directorate business.

You will ensure that support is provided in an efficient, joined-up and professional manner.

You will work in partnership with officers across the Council to provide support to elected Cabinet
Members by organising regular Cabinet Member briefings, acting as a point of contact for enquiries and
other related issues, and in doing so, have the political awareness and sensitivity to address issues
appropriately.

You will co-ordinate key information related to directorate work, implementing and maintaining shared
information protocols.

You will use a high level of judgement to apply knowledge to ensure that appropriate and relevant
issues and their linkages are highlighted in a timely manner to Chief Officers.

You will take ownership of priorities and tasks commissioned by the Executive Director to ensure
Strategic plans are delivered. Ensure quality briefing material for the Directors internal and external
meetings are available as requested — commissioning, proof reading and personally writing this as
appropriate. Thereafter acting on outcomes and actions as requested by the Executive Director.




About you

Experience

Previous experience of supporting Senior
management level or providing quality
Business Management support.
Alternatively experience of collaborating at
senior management level.

People management, coaching,
performance management and experience
of leading a team.

Experience of working in an empowered
environment, making judgement calls on
behalf of Chief Officers.

You have

Ability to communicate and negotiate with
confidence at high level discussions, understanding
the bigger picture and strategic direction of the
Council

Consistently high levels of performance, quality
and customer care

Ability to work on own initiative, plan and
prioritise work to manage conflicting priorities
High level of personal drive and energy

Ability to make accurate, logical and considered
judgements

Excellent organisational skills and ability to
manage a complex and varied workload with a
flexible and innovative approach to work

Appreciation of confidentiality requirements within
the workplace and the ability to use tact and
diplomacy effectively.

Excellent practical application of IT systems and
software packages, including spreadsheets,
databases and presentation programmes.

Experience of working in a Local
government environment

Other important stuff...

People management

Full management responsibility for a team of staff (circa 2-4) carrying out Personal Assistant work.
Work environment

This role demands a high level of flexibility, a positive attitude and ability to adapt to changes due to service
needs. We operate in a hybrid environment which involves working online from home and in person across
Camden buildings. You'll work from our main office, 5PS, in Kings Cross and be expected to work at least two days
a week in the office.

Who you will be working with

You’ll be supporting an Executive Director and would be required to liaise with various teams and services across
the organisation. Your key contacts will include Chief Officers, Cabinet Members, Elected Members, officers
across all Directorates and members of the public. You will work closely with the 3 other Executive Business
Managers supporting across the 4 Directorates to ensure consistency and joined up working. You will be managed
by Kathryn Byrne Head of Business Support, Law and Governance, Corporate Services, as part of the Chief Officer
Support teams.

The application process
The application process will involve submitting a statement online describing why you are the ideal candidate for
the role followed by an in-person panel interview. A one-to-one with the Executive Director will then be offered

to the preferred candidate/s before an appointment is made.
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