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Job description
Chief Executive Office and Special Projects Manager
· Grade:		PO5
· Reports to:	Executive Service Manager
· Direct reports:	up to 3
· Your team:   Chief Executives Office
· Directorate:  Law and Governance

	Special requirements of the post

	
Workstyle: Roaming (Medium presence, two – three days a week)

	This post is subject to the council’s declaration of interest procedure


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 

Overview of the role
The Chief Executive Office and Special Projects Manager provides strategic, policy and executive office support to the Chief Executive, acting as a trusted adviser and central coordinator of corporate priorities and organisational initiatives. Operating across organisational boundaries, the postholder works with Corporate Management Team members, elected Members, partner organisations and specialist services to progress key priorities, support informed decision-making and drive organisational outcomes. The role oversees the effective operation of the Chief Executive’s Office, including Executive Assistant support, while providing strategic insight, policy coordination, governance oversight and leadership of high-profile corporate activity on behalf of the Chief Executive.
Key responsibilities
· Act as a strategic adviser to the Chief Executive, providing timely analysis, intelligence, briefings and recommendations on corporate priorities, emerging issues, organisational risks, opportunities and matters of political, operational or reputational significance.

· Lead the coordination and progression of corporate priorities and strategic initiatives commissioned by the Chief Executive, translating strategic objectives into deliverable actions and ensuring effective collaboration across services, partner organisations and stakeholders.

· Provide high-level support to the Chief Executive and Corporate Management Team by identifying barriers to delivery, escalating risks, challenging assumptions and ensuring agreed actions and commitments are effectively monitored and progressed.

· Commission, coordinate and synthesise input from specialist teams and services, including Strategy and Programmes, Strategy and Engagement, Policy, Communications, Democratic Services and Legal Services, ensuring the Chief Executive receives comprehensive, balanced and evidence-based advice.

· Lead the preparation, quality assurance and presentation of complex reports, strategic briefings, speeches, presentations, correspondence and other documentation on behalf of the Chief Executives Office, ensuring consistency, accuracy and alignment with organisational priorities.

· Lead the forward planning and preparation for a range of key meetings (including away days) liaising with key teams including communications, HR and the Leaders Office. 

· Undertake horizon scanning, environmental analysis and intelligence gathering to identify legislative, policy, political and sector developments, assessing their implications for the Council and providing advice on appropriate responses and opportunities.

· Build and maintain productive working relationships with elected Members, Corporate Management Team members, senior officers, government agencies, regional bodies, partner organisations and external stakeholders to support the successful delivery of corporate priorities and strategic objectives.

· Represent the Chief Executive’s Office at internal and external meetings, boards, forums and working groups, contributing to discussions, influencing outcomes and ensuring actions are followed through to completion.

· Oversee the planning, coordination and delivery of high-profile corporate projects, events, organisational initiatives and cross-council activities on behalf of the Chief Executives Office, ensuring effective stakeholder engagement, governance and communication arrangements are in place.

· Oversee the effective operation of the Chief Executive’s Office, including leadership of the Executive Assistant function, ensuring the provision of a professional, responsive, confidential and resilient executive support service that enables the Chief Executive and Corporate Management Team to operate effectively.

· Drive continuous improvement within the Chief Executive’s Office and associated support arrangements, identifying opportunities to enhance governance, communication, efficiency, service resilience and organisational effectiveness through innovation and best practice.

· Ensure compliance with relevant governance, constitutional, information management, regulatory and organisational requirements, exercising sound judgement and discretion when managing highly sensitive, confidential or politically complex matters and ensuring risks are appropriately managed and escalated.

· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills 
	Point
	Criteria description
	Essential/desirable

	1
	Significant experience supporting senior leaders within a large and complex organisation, operating in politically sensitive and high-profile environments.
	Essential

	2
	Experience of coordinating strategic priorities, corporate initiatives or organisational programmes involving multiple stakeholders.
	Essential

	3
	Demonstrable ability to analyse complex information and provide clear, evidence-based advice and recommendations to senior decision-makers.
	Essential

	4
	Experience of preparing high-quality briefings, reports, presentations and correspondence for senior leadership audiences.
	Essential

	5
	Strong understanding of governance, decision-making and accountability arrangements within a public sector or similarly complex environment.
	Essential

	6
	Proven ability to build credibility and influence senior stakeholders, partners and external organisations to achieve successful outcomes.
	Essential

	7
	Experience of coordinating policy development or policy input across multiple service areas.
	Essential

	8
	Excellent written and verbal communication skills, with the ability to present complex information clearly and confidently.
	Essential

	9
	Ability to exercise sound judgement, discretion and political awareness when managing sensitive, confidential or contentious matters.
	Essential

	10
	Experience of leading, managing and developing staff, fostering a culture of high performance, collaboration and continuous improvement.
	Essential

	11
	Strong organisational and project coordination skills, with the ability to manage competing priorities, deadlines and stakeholder expectations.
	Essential

	12
	Ability to identify opportunities for improvement and implement effective solutions that enhance organisational performance and service delivery.
	Essential


Our accreditations
[image: ] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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