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JOB DESCRIPTION

	 Job Title:  
	Senior Personal Assistant

	Grade / Role:
	Professional 2B

	Reports to:  
	Governance and Strategic Planning Manager

	Section:  
	Governance and Strategic Planning

	Department:
	Strategy



	
Job Summary


	
To provide high-level executive support to the Chief Fire/Executive Officer, ensuring their time, decisions, and engagements are managed effectively, and to lead the executive support team to ensure consistent, professional coordination across the Service’s senior leadership.

Lead a small team of Personal Assistants to ensure effective and appropriate support of the Deputy Chief Fire/Executive Officer and Brigade Managers. 



	
Responsibilities and Duties


	
· Manage the diaries, travel, and meeting schedules of the CFO/CEO to ensure they are focused on strategic leadership and external engagement.
· Act as gatekeeper and liaison for the CFO/CEO to prioritise urgent matters and ensure smooth communication across internal and external partners.
· Prepare and coordinate high-level meetings, briefings, and papers to support informed leadership decisions and effective governance
· Oversee the handling of sensitive communications and documents to maintain confidentiality, trust, and organisational reputation.
· Monitor follow-up actions from senior-level meetings to ensure accountability and timely progress across the organisation
· Work closely with the Communications and Governance teams to ensure leadership visibility, reporting accuracy, and corporate alignment.
· Represent the Executive Office in cross-departmental projects to improve executive support processes and drive organisational efficiency.
· Maintain secure and organised records to enable easy access, compliance, and information integrity. 
· Devise and maintain office systems working as a team and identify systems and best practice.
· Utilise ICT to develop more effective systems.
· Coordinate events and engagements to ensure the service is well-represented and operations run smoothly.
· Support governance processes by collating reports and papers so that senior officers are well-informed for scrutiny and reviews.
· support the manager discharge their responsibilities and work closely with relevant management to support collaboration and cohesion
· deputising for the manager, making decisions and delegating work to others in the manager's absence to ensure progress is maintained.
· Lead and coordinate the work of the executive support team to ensure high-quality, consistent support across all senior leadership activities.
· Ensure succession planning within the PA team by supporting individuals with personal development and growth

Note: Duties may be adapted depending on the specific needs for the Chief Fire Officer/CEO in post.



	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· This role is based at West Midlands Fire Service Headquarters. Primarily the role is required to work standard office hours, however there can be a requirement to travel with the Chief Fire Officer/CEO to other locations, which may include evenings and/or weekends. 





	
Role related knowledge, skills and experience


	Essential 
· A proactive individual who can adapt their working style to suit the Chief Fire Officer/CEO.
· Experience providing administrative and logistical/planning support.
· In addition to the normal skills of high standard of telephone manner, first
· class IT skills including word excel, spread sheets, and maintaining a
· database, you will have strong people and interpersonal skills. You will need
· to be calm, flexible and have patience and diplomacy.
· Fundamentally you will be extremely organised and have exemplary
· interpersonal skills.
· You will be able to multitask and quickly deal with some very hands on
· minor points as well as well as filtering critical matters.
· Be able to priorities own workload and the work of others.
· Excel at written and verbal communication to ensure professionalism and accuracy in both. 
· Understand the importance of discretion and confidentiality
· Able to meet the criteria specified in the Behavioural Framework.
· Evidence of Continual Professional Development

Desirable
· Experience of project or portfolio management
· Experience working within the public sector
· Supervisory / Line Management Experience 



	
Qualifications


	
Essential
· Qualification and/or considerable role- related experience appropriate to the
requirements of the post




	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Standard 
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