Job description

	Job title: Executive Officer 
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	Department: Any 
Service: Corporate Service Support Hub
Grade: H
Post reference number: JE1000006442

	

	1 Job purpose

To provide high-level executive, governance and programme support to the Corporate Director and Directorate Leadership Team, working under the direction of the Business Performance Manager.
The postholder will anticipate and coordinate key priorities; maintain oversight of governance, decisions and delivery requirements; produce and quality-assure high-quality written material; and ensure that correspondence, actions and commitments are progressed effectively and on time.
The postholder will also lead or support specific policy, briefing, improvement and project activity, working across the Directorate, the wider Council and partner organisations to secure coordinated and successful outcomes.



	

	2 Principal duties and responsibilities

	1. Executive decision-making and forward planning: Manage and maintain oversight of the Directorate’s executive decision-making programme. Develop and manage the directorate’s forward plan; guide report authors on ‘flight paths’ for individual decisions; ensure decisions progress through the correct governance route in accordance with constitutional requirements and agreed deadlines; identify and address dependencies, risks and potential blockages.
2. Report quality assurance: Undertake robust quality assurance of reports and governance submissions before clearance, checking that they are clear, accurate, evidence-based, appropriately authorised and compliant with corporate, legal, financial, equality, risk and consultation requirements. Provide constructive challenge to authors and coordinate revisions so that submissions are consistently of a high standard. 

3. Actions, decisions and commitments: Maintain effective systems for recording and tracking decisions, actions and commitments arising from key meetings and correspondence. Proactively follow up action owners and contributors, coordinate inputs and responses, test whether the proposed response fully addresses the requirement, and escalate risks, delays or quality concerns as appropriate.
4. Corporate Director correspondence: Manage correspondence sent to you on behalf of the Chief Executive/Corporate Director, exercising judgement in assessing sensitivity, urgency and political, legal or reputational implications. Research relevant background, commission and coordinate input from across the Council and partners, draft or quality-assure responses, and ensure that any follow-up action is completed.
5. Briefings, presentations and speeches: Research, draft and quality-assure clear, accurate and audience-appropriate briefings, presentations, speeches, reports, correspondence and other written material for the Chief Executive/Corporate Director and/or Leader/Executive Member, liaising with Communications and Engagement colleagues where appropriate.
6. Senior leader preparation: Ensure that the Chief Executive/Corporate Director is fully briefed and prepared for key meetings, including Executive Member Briefings, events and public engagements, drawing together relevant context, stakeholder perspectives, risks, lines to take, decisions required and follow-up actions.
7. Inspections, reviews and high-profile visits: Coordinate Directorate preparations for inspections, ministerial and other high-profile visits, peer challenges and external reviews. Develop and maintain delivery plans, evidence requirements, briefing materials and action trackers; coordinate contributions across services and partners; and ensure senior leaders are sighted on key issues, risks and opportunities.

8. Document control: Establish and maintain effective information governance and document-control arrangements for statutory reports, policies, strategies and governance documents, ensuring that ownership, approval status, version history, review dates, publication requirements and authoritative final versions are clearly recorded and managed.

9. Complaints, Freedom of Information and casework: Oversee systems for tracking Directorate complaints, Freedom of Information requests and other casework. Monitor corporate deadlines, coordinate contributions, identify recurrent or high-risk issues and provide appropriate challenge and escalation to support timely, accurate and high-quality responses.
10. Policy, research and intelligence: Research and interpret national and local policy, legislation, and intelligence, assessing relevance and implications for the Directorate. Prepare advice, briefings and recommendations for the Corporate Director and/or Business Performance Manager and coordinate input from services and partners.
11. Data and insight: To analyse data and information from a wide variety of sources and to advise the Chief Executive/Corporate Director, and/or Business Performance Manager accordingly.

12. Process improvement and organisational change: Lead the review and improvement of key Directorate processes, working with managers and corporate specialists to influence and secure engagement, clarify responsibilities, remove avoidable delay and embed more effective ways of working including digitalisation.
13. Partnership and relationship management: Build credible and effective working relationships with senior officers, services and partners. Coordinate contributions across organisational boundaries, reconcile differing perspectives and use influence and judgement to secure timely and successful outcomes.

	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 



	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.



	

	6. Numbers and grades of any staff supervised by the post holder:  
1-2 Max; Students, Interns and work experience placements

	

	7. Post holder’s immediate supervisor:  Business Performance Manager

	

	Prepared by/author:  Esme Macauley
                                           Date: Revised 30 July 2026

	Job title:  Head of Chief Executives Office


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:





Person specification

	Job title: Executive Officer 



	Department: Any 
Service: 

Grade: 

Post reference number: 


	

	Areas of 

responsibility/

requirements
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge


	A thorough knowledge of national and local policies, drivers and legislation relevant to the principle duties and responsibilities of the post
	
	√


	
	√


	

	
	Knowledge of Nottingham City Council’s decision making procedures including forward planning, report clearance, constitutional requirements and the management of formal deadlines.
	
	√
	
	√
	

	
	Understanding of the statutory and corporate requirements relating to complaints, Freedom of Information, data protection, information governance, records management and casework.
	
	√
	
	√
	

	Skills/abilities – interpersonal


	Exceptional organisational skills, with the ability to anticipate requirements, manage competing priorities and deadlines, and drive actions through to completion with limited supervision.
	
	√
	
	√


	

	
	Ability to establish and maintain effective tracking, forward-planning and document-control systems and use them to identify risks, dependencies, delays and emerging priorities
	
	√


	
	√


	

	
	Ability to quality-assure complex reports and governance documents, identify gaps, inconsistencies and risks, and provide constructive challenge to senior contributors.
	
	√


	√


	√
	

	
	Ability to coordinate contributions across multiple services and professional disciplines, reconcile different perspectives, support contributors and escalate issues appropriately.
	
	√


	
	√
	

	
	Strong research and analytical skills, with the ability to interpret complex policy, legislation, data and evidence and translate them into clear advice and recommendations.
	
	√


	
	√


	

	
	Highly developed written communication skills, with the ability to prepare concise, accurate and audience-appropriate reports, briefings, presentations, speeches and correspondence for senior leaders.
	
	√


	√


	√


	

	
	Ability to work credibly and sensitively with councillors, senior leaders, partners and colleagues at all levels in a complex political organisation.
	
	√


	√


	√


	

	
	Personal confidence and ability to understand where others are coming from during meetings and discussions with others to meet their needs and is aware of own interpersonal style.
	
	√


	
	√


	

	
	Ability to work flexibly as part of a team, to manage / supervise other employees and/or students and interns.
	
	√


	
	√


	

	Information technology


	IT skills and experience to include use of word processing, spreadsheets, databases, outlook, project management tools, powerpoint and internet research. To be proficient using MS Teams, including its use for hybrid meetings and transcription.
	
	√


	
	√


	

	Experience
	Experience of managing projects and the demonstration of excellent organisational skills, the ability to cope with pressure and meet multiple deadlines.
	
	√


	
	√


	

	
	Experience of working with a range of partners across all levels in the council

	
	√


	
	√


	

	
	Experience of collating, analysing and interpreting detailed information, and writing reports/briefing materials
	
	√


	
	√


	

	
	Experience of co-ordinating and organising high level meetings/events/briefings
	
	√


	
	√


	

	Work to promote mutual respect and good relations
	Ability to operate sensitively, build credibility and effective relationships with senior management and councillors
	
	√


	
	√
	

	
	Understanding of corporate commitment to equality and diversity and excellence in performance with the ability to translate into practice for the team and partners
	
	√


	
	√


	

	Other


	Ability and willingness to work outside of normal office hours
	
	√
	
	
	

	
	Ability and willingness to travel both inside and outside the council area as required
	
	√
	
	
	

	
	Willingness to comply with the City Council’s non-smoking policy.
	
	√
	
	
	

	
	Must be willing to undertake a CRB check at the appropriate level if required 
	
	
	
	
	√

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author:
Esme Macauley 



Date:  Revised 30 July 2026


	Job title:  Head of Chief Executives Office


