	ROLE PROFILE
Part1
	Role
Title
	ACRO EXECUTIVE ASSISTANT & OFFICE MANAGER
	Dept
/LPA
	ACRO

	
	
	
	VETTING LEVEL
	SC 
	 
	 
	STAFF
	

	Grade/Rank
	SO1

	Responsible To
	ACRO Chief Executive

	Staff Line Managed
	ACRO Secretariat Personal Assistants.



	Reviewed by (Manager)
	Caroline Lee Senior HR Advisor
	Date
	November 2022

	Purpose of Job
	[bookmark: _GoBack]To lead and manage the ACRO Personal Assistants and to provide a range of secretarial and administrative services to the ACRO Chief Executive and Head of ACRO. To manage all Business Support functions including reception and to be responsible for the day to day management of the ACRO site, escalating estate concerns where appropriate.

	Key Accountabilities
	1. To carry out a range of typing and word-processing tasks. The documents to be produced may be in the format of letters, statements, short or lengthy reports, confidential documents, word-processor generated charts and graphics
2. Establish and maintain effective working relationships as appropriate in accordance with portfolio responsibilities. This may include, for example; College of Policing, NPCC, OPCC, internal and external stakeholders.
3. Acting as the main focal point for professional enquirers to the Chief Executive / Head of ACRO, responding in both written and oral form on behalf of the CO in a way that is appropriate to the audience and providing accurate advice and information. In the absence of the CO take appropriate action to delegate urgent issues or to undertake essential interim actions.
4. To take minutes at meetings, as required, producing a final typed transcript which is articulate and accurate. To organise conferences, as required, dealing with all related administrative tasks.
5. Support CO as a trusted thought partner, sounding board, and confidante.
6. To report current workloads, priorities and ongoing projects, critical / potential service failings and solutions as appropriate to the Head of ACRO.
7. Maintain the diary appointment system and organise all related travel arrangements.
8. Oversee the coordination, management and administration of key ACRO Strategic meetings. To lead and co-ordinate awards and recognition for ACRO (10 year service awards, Chief Executive/Head of ACRO certificate of congratulations)
9. At the instigation of the ACRO Chief Executive, produce well researched, accurate reports on appropriate issues (commendations, budgets etc).
10. Ensure that all correspondence of a highly confidential and/or restricted nature is dealt with sensitively and expeditiously.
11. Undertake appropriate administrative work from Chief Officer involvement with external working parties and/or organisations.
12. To manage, lead and supervise the PA’s with the responsibility for ensuring the team are operationally effective through continued professional development.
13. To second line manage the Business support staff.
14. To manage the day to day running of the ACRO site including all reception processes e.g. car parking permits and dealing with OH/reasonable adjustment parking requests.
15. To be the first point of contact for any contractors visiting the ACRO site and to be the escalation route of all estate concerns, with referral and advice requested from the Business & Facilities Manager and other Health & Safety trained specialists.
16. To give regular and effective service
 
ACRO is hosted by The Chief Constable of Hampshire & IOW Constabulary. ACRO staff are employed as police staff under Hampshire & IOW Constabulary terms and conditions with supplementary ACRO policies, procedures and guidance.
This role profile is designed to assist role holders with understanding what is expected of them in their role. ACRO may ask them to undertake other duties, as required, which are not necessarily specified on the role profile but which are commensurate with the grade of the role. The role profile itself may be amended from time to time within the scope and general level of responsibility attached to the role.
 

	Additional Requirements
 
 
 
 
 
 
 
 
	Maintain personal responsibility for collection, recording, evaluation, information sharing, review, retention and disposal of information in compliance with codes of practice and Guidance in the Management of Information, information security policy, procedures and legislation.
 
Keep up to date with changes in legislation, local procedures and/or policies that affect wording practices and the use of police databases or systems (including European or International requirements where appropriate).
 
The postholder must be prepared, if necessary, to undergo the provisions of ‘positive vetting’ which entails a detailed investigation into his/her personal life and past history.
 
The postholder may need to work occasional unsocial hours and may be required to visit other locations within Hampshire and the Isle of Wight and therefore needs to have the ability to travel as necessary.
 
May be asked to carry out fire warden duties to meet required standards if required.
All officers and staff must be aware of risk in relation to their role, please view the appropriate Health & Safety Risk Assessment for the role.



	ROLE PROFILE Part2
CVF Recruitment Competencies
	We are Emotionally Aware Level 2
We Take Ownership Level 2
We Deliver, Support and Inspire Level 2
We Analyse Critically Level 2
Transparency
Integrity

	Education/ Qualifications
	Essential: Educated to QCF Level 4 or to have undertaken work experience deemed to have brought the postholder to a comparable level.
Desirable: Degree or equivalent professional qualification in management or a relevant discipline.

	Experience and Skills
	Essential: Experience of Office Management and or leadership of a team.
Experience of working with Senior Managers.
Excellent written and verbal communication skills with all levels of personnel.
A high level of computer skills with excellent working knowledge of computer applications specifically Microsoft Office Applications & Outlook.  
Desirable: Analytical work and report writing. Familiar with police organisation and structure.


	Approved by HR
	Caroline Lee Senior HR Advisor
	Date
	28/11/22



