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Date: September 2012 

Job Title: Personal Assistant to the Police and Crime Commissioner 

Post Number: PO PA 3417 

Division/Department/Section: Office of the Police and Crime Commissioner 

Line Manager  Business Support Officer PO2017 

1. PURPOSE 

To provide a confidential and executive level of secretarial/support services to the Police and 
Crime Commissioner (PCC) and the Deputy PCC.  The post holder will provide essential support 
and information to enable them to execute his/her duties. 

The post holder will be line managed by the Executive Support Manager.  

2. POSITION IN THE ORGANISATION 

   

 
 

 

 

 
 
 
 
 
 
 
 

3. MAIN RESPONSIBILITIES 

 
 
 
Job description/ Person specification 
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What is the post responsible for? 

(INPUT) 

With what results? 

(OUTPUT) 

Manage all PCC’s incoming/outgoing 
correspondence, compile draft responses 
where appropriate and ensure where 
necessary it is routed through the PCC or 
another relevant person/Department. 

 

To ensure the efficient flow of information to 
and from the PCC’s office and identifying and 
prioritising the more urgent matters to action 
appropriate issues and enable others to be 
actioned and/or responses sent in a timely 
manner. 

Manage and control the PCC’s diary, 
proactively follow up actions and prepare 
briefing documents ensuring that the PCC is 
fully conversant with relevant issues. 

To ensure the PCC’s time is used to best effect 
and the working day runs as smoothly as 
possible. 

 

Manage all incoming/outgoing phone calls and 
enquiries, scrutinising these on behalf of PCC, 
from members of the public, outside 
organisations and Force personnel.  Making 
assessments on the most appropriate manner 
in dealing with callers and ensuring that only 
relevant issues are put forward to the PCC. 

Courteous and efficient initial contact ensuring 
an immediate assessment of the more 
pressing issue 

Attend key relevant meetings/conferences to 
ensure an effective support service is provided. 
Undertake shorthand, audio and copy typing, 
and minute taking duties as required. 

Accuracy and professionalism of written 
material and correspondence, with necessary 
attention to detail given. 

 

Travel arrangements for the PCC both in and 
out of county.  

 

The PCC reaches his/her destination on time 
and in the most cost effective and convenient 
manner. 

Arrange meetings or conferences for the PCC 
as required, and undertake associated 
administrative tasks including providing 
supporting papers and making up relevant 
files.   

The PCC attends relevant meetings and 
conferences and has everything necessary for 
each meeting he/she attends.   

Provide appropriate cover for other 
administrative personnel in their absence.  

  

To ensure continuity of professional support 
and efficient administrative services to the 
OPCC team. 

Operate a ‘bring forward’ and reminder system.   

 

To ensure relevant information is available at 
the correct date and that deadlines are met.  

 

Any other duty that is considered to be 
reasonable for this post to carry out.   

To support the overall needs of the Office of 
the PCC as and when required, including 
supporting the office at times of peak demand 
or staff shortages. 
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4. CONTACTS 

1. Police and Crime Commissioner (PCC) 

2. Chief Executive and other officers in the Office of the PCC 

3. Force Chief Officers, senior officers and other Force personnel 

4. National, regional and local contacts,  partners and stakeholders   

5. Members of the public and community contacts 

5. SPECIAL CONDITIONS/ADDITIONAL INFORMATION 

None. 

6. HEALTH & SAFETY TRAINING  

VDU Assessment. 

Your line manager has the responsibility to refer to the risk assessments appropriate to your role 
to identify any health and safety training required e.g. manual handling training, VDU assessment, 
Control of Substances Hazardous to Health (COSHH) etc). 

7. HEALTH MONITORING 

None. 

8.  VETTING 

The post is subject to a higher level of vetting therefore any offer of appointment will be 
conditional to receiving appropriate clearance.  

9. POLITICALLY RESTRICTED POST 

Yes. 

10. TERMS OF APPOINTMENT (To be completed upon advertisement) 

This is a full-time (37 hours) post, within Scale E commencing at £21,099, rising by annual 
increments to a maximum of £24,606. 

Office hours are 8.40 am to 5.00 pm, Monday to Thursday and 8.40 am to 3.40 pm on Friday, 
with 40 minutes for lunch. The emphasis is on completion of work rather than hours performed, 
but clearly within the constraints of Working Time Regulations. 

Office hours are standard with the rest of the Force and the office is closed at weekends.  
However, the nature of the work is that it is not always ‘9 to 5’. The post holder would be 
expected to work outside normal hours if circumstances demanded this and would be expected 
to respond positively to out-of-hours requirements where necessary.   
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11. PERSON SPECIFICATION  

Essential Criteria 

 
Criteria to be 
measured 

 
Competencies Required 

Criteria A 

 

Excellent communication and interpersonal skills as there will be a requirement 
to manage all incoming/outgoing telephone calls and enquiries and also meet 
VIP guests and visitors on behalf of the PCC.  

Criteria B Excellent organisational skills to support the PCC efficiently and effectively.   

Criteria C 

 

Recognising the senior level and role of the PCC, the postholder must 
evidence an ability to deal appropriately with information of a confidential and 
sensitive nature.  The postholder will also be expected to evidence honesty, 
integrity and fairness in all aspects of the work. 

Criteria D 

 

Excellent keyboard and word-processing (Microsoft Word) skills in order to 
process PCC’s incoming/outgoing correspondence, compiling responses 
where appropriate.  Previous secretarial experience at a senior level and ability 
to demonstrate effective decision making ability.  

Criteria E 

 

Through an excellent knowledge of the English language the postholder will be 
required to produce high quality correspondence/documentation for internal 
and external circulation. 

Criteria F RSA Stage II/III word-processing or equivalent qualification.  Experience of 
Outlook, Powerpoint Presentations.  Minute taking and shorthand skills. 

Desirable Criteria  (if applicable) 

Criteria to be 
measured 

Competencies Required 

Criteria G Understanding of the roles of a Police and Crime Commissioner in the broader 
policing, criminal justice and community safety landscape.    

 


