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JOB DESCRIPTION
 
	JOB TITLE
	SECTION ADMINISTRATOR/SENIOR PERSONAL ASSISTANT 

	ACCOUNTABLE TO
	NATIONAL SECRETARY

	ACCOUNTABLE FOR
	SECTION SUPPORT WORKER

	PLACE OF WORK
	NATIONAL OFFICE

	GRADE
	6

	HOURS OF WORK
	UNSPECIFIED 


 
1. MAIN RESPONSIBILITY 
· To work as a member of the Section Team as Section Administrator/ Senior PA, supporting the work carried out by the National Secretary and the rest of the Section Team, reporting to the National Secretary. 
· Ensuring the smooth and efficient running of the National Secretary’s office, regularly requiring working outside of core hours, including early and late starts as necessary, working occasional weekends. 
· To provide comprehensive secretarial, research and administrative support to National Secretary. 
· To provide comprehensive secretarial, research and administrative support to other members of the Section Team as Section Administrator/Senior PA, supporting the work carried out by the Section as appropriate. 
 
 
2. SPECIFIC TASKS AND DUTIES 
· To provide efficient and comprehensive secretarial, research and administration services for the National Secretary and other Section Team members, including all the tasks and duties performed by a Senior PA, and to assist within the Section as follows: 
· Taking dictation, either directly or over telephone, transcribing and typing out the results. 
· Setting up In Person and Teams meetings and conferences for National Committees, Sector Forums and Industrial meetings. 
· Attending meetings or recording on Teams to take minutes and transcribing verbatim minutes or meeting and action notes. 
· Answering queries from colleagues, reps, union members or members of the public, using own initiative. 
· Dealing with correspondence without supervision. 
· Photocopying & Filing. 
· Receiving incoming communications and responding where appropriate and necessary. 
· Dealing with telephone and other enquiries/complaints as appropriate and forwarding to the relevant person where necessary. 
· Organising papers and preparing documents for National Committees, National Conference, Sector Forum and other meetings. 
· Liaising with officers, staff, national office, regions and outside organisations often on issues of high importance and strictly confidential. 
· Organise, co-ordinate and manage the administration of large, complicated ballots, including industrial action ballots. 
· Liaising directly with outside organisations e.g. Civica, Pellacraft and other companies as appropriate. 
· Management of the National Secretary and Team members’ diaries. Managing/accessing the diaries for the rest of the Section as required. 
· Organising, maintaining and developing the filing systems (both electronic and hard copy). 
· Organising or providing training within the Team for officers, staff and reps as required. 
· Managing, supervising, monitoring and supporting Section Support Workers. 
 
 
Other tasks include: 
Section Central Administration 
Develop and manage all aspects of central administration including: 
· Shared Drives 
· Document storage 
· Section Calendar 
· Develop and manage shared database and contact information for the Section to improve communications. 
· Social media/WhatsApp groups. 
· Organise or be the central co-ordination point for National Section Conferences, Lobbies of Parliament and Demonstrations, GMB@Work Training Courses, Industrial Conferences, Events and Campaigns as required. 
 
 
Ballots (including National Industrial Action Ballots) 
In conjunction with the National Secretary, National Officer, Regional Organisers, Lead Reps or National Legal Officer: 
· Organise, co-ordinate and manage the full administration of all large, complicated ballots, including industrial action ballots, within the Section; ensuring legally required timescales, deadlines and information content are adhered to. 
· Liaise directly with National Legal Officer over paperwork content and legal deadlines. 
· Liaise directly with Regions regarding membership or other data required. Check accuracy of data. Supplying instructions on how the information is to be formatted and co-ordinating the delivery of information as required. 
· Liaise directly with Civica or other ballot organisations over deadlines and the ballot set up, agreeing costs and ballot set ups as required. Provide all relevant information and any follow-up work as required.   
· Liaise with the NAU regarding any information updates that may be required. 
· Set up systems and organise the collection of membership queries and requests throughout the ballot. 
· Setting up templates for Regional use to provide ballot data and requests and advising on the manner in which this is to be completed.   
· Co-ordinate deadlines. 
· Advising Civica or other ballot organisations of any ballot paper requests or queries within the agreed deadlines. 
· Responding to letters of support received and using for publicity. 
· Organising and maintaining fund-raising efforts throughout a campaign. 
 
 
Line Manager
 
· Line managing 2 Section Support Workers, including 1-2-1 meetings. 
 
· Driving the development of section support workers in their role by providing direction, guidance, the organisation of tasks and the setting of workloads and goals. 
 
· Ensuring all other administrative tasks and responsibilities are carried out correctly and effectively.  
 
· Arrange training on specific IT Packages to carry out tasks. 
 
Interviewing 
 
· Undertake interview panel training. 
· Sitting as interview panel members as required. 
· Shortlisting candidates. 
· Discuss and prepare with panel members agreed questions and tasks. 
· Discuss with panel members the key elements of responses and updating the candidate assessment forms for scoring. 
· Deciding on candidate. 
 
 
HR Duties 
· Keep an accurate database and maintain personnel records including monitoring and keeping accurate records of all absences (including annual leave, sickness, maternity, paternity, bereavement leave etc.) and liaising with HR Department. 
· Establish confidential recording system. 
· Ensure confidentiality and discretion at all times. 
· Be the central contact point for team members needed to report absences, holiday leave or any other issues that need to be monitored. 
 
 
Membership Figures & Database 
· To assist the Section Team by producing detailed and complicated membership reports and profiles by interrogating the membership database and compiling membership mapping, reports, complex data and statistical analysis to support the Section work including recruitment campaigns, legal campaigns or ballots within the Section. 
· Compiling and maintaining Section membership/recruitment figures as required. Maintaining regularly run reports for individual Companies, Sectors and Sections. 
· Provide membership information as required by National Officers, Regions and Reps. 
· Set up and running of membership queries to run information for ballots or to enable direct contact with members as required. 
 
Section National Conference, Industrial Conferences and GMB@Work Training Events 
Participating in and supporting the National Secretary and Section Team in the organising and management of Section National Conference, industrial conferences, Sector Conferences and Training and Organising Events, including: 
· Developing and advising on the Conference or event format in conjunction with the National Secretary, National Committee Research & Policy Officers or other team members. 
· Sourcing venues. 
· Conducting site visits to venues. 
· Co-ordinating with external tech and set companies. 
· Negotiating costings direct with the venue and external companies.   
· Signing credit agreements and contracts for venues, materials and equipment where required. 
· Ensuring invoices are accurate before signing off. 
· Organising and liaising with venue on the requirements for events. 
· Sourcing and liaising with speakers. 
· Co-ordinating directly with Regions and delegates. 
· Preparation of required paperwork. 
· Compiling and distributing paperwork. 
· Liaising with other GMB Departments or outside organisations as required. 
· Attending and providing administration support at conference / event as required (away from office base or home). 
· Producing and assisting in the preparation of conference research and policy papers as required. 
· Producing reports or notes of conferences or events. 
· Send reports to Section National Committee, CEC, Senior Management Team as appropriate. 
 
 
GMB@Work Organising Activity & Campaigns 
To assist and support the Section and other Departments in the research and compiling of membership & statistical information as required.  Helping develop and run GMB@Work organising activities and other strategic campaigns within the Section including: 
· Help coordinate mapping exercises within the Section. 
· Co-ordinate, and compile Regional and other information as required. 
· Compile detailed and complicated statistical and company information. 
· Organise meeting venues and attendees. 
· Organise travel and accommodation as required by attendees. 
· Organise and co-ordinate speakers or guests. 
· Producing and distributing paperwork as required. 
· Attend planning meetings as required. 
· Attend activity or campaign as required. 
 
 
Section National Committee 
· In conjunction with the National Secretary and Section President, be responsible for organising and administering all aspects of the Section National Committee, including the central database etc. 
· Setting up meeting dates and deadlines for Committees. 
· Organising, sourcing and liaising with meeting venues, accommodation and catering as required. 
· Arranging for visitors and speakers to attend Committees. 
· Requesting and compiling reports and information from Officers, Regions and Reps. 
· Organising, compiling and distribution of research and statistical materials and reports as required for the Committee. 
· Attending Committee meetings, which can be held in locations away from National Office. 
· Drafting minutes. 
· Forwarding minutes to CEC for required deadlines. 
 
 
Section Team Meetings 
· Responsible for the organisation of regular meetings of the Team. 
· Chair meeting where required. 
· Compiling and distributing agenda items and papers as required. 
· Drafting notes of the meeting. 
 
 
Section Team Administration 
· To co-ordinate and, supervise Section staff, including ensuring that workloads are covered in case of annual leave, sickness, special or emergency situations. 
· Organise PDRs and 1-2-1 meetings for Section Support Workers and monitor to ensure that agreed timelines and outcomes are met. 
· Ensure deadlines and workloads are met. 
· To be a central point of contact for team members.  
· Develop central administrative working practices, provide a consistent administrative approach and ensure that the Section has the administrative support as required. 
· Represent Team member’s views and issues to National Secretary. 
· Attend and take notes of any internal Team meetings including disciplinary or complaints investigation meetings as required. 
·   Ensure entire confidentiality at all times. 
·   Ensure that Team deadlines and work requests are adhered to. 
 
 
Section Finance 
· Managing/overall responsibility for the Section’s credit card for official business on behalf of GMB, up to £3,000 a month.  Ensuring all day-to-day invoices, receipts are accurate and processed and signed off for payment. 
· Manage the Section’s conference arrangements for a range of national level conferences, committees and sector forums, arranging credit agreements, negotiating costs, ensuring invoices and receipts are accurate, processed and signed off for payment. 
· Lead and manage hotel corporate agreements to include group/meetings and events contracts on behalf of GMB. Negotiate business rates and contracts and research potential new hotels for new business opportunities. 
· Receive and manage monthly statements from hotels for outstanding invoices for GMB, ensuring invoices are re-issued, processed and signed off for payment. 
· Responsible for recording all day-to-day expenditure and developing spreadsheets for central bookkeeping, providing budget reports for the National Secretary and Finance Director. 
· Administer Industrial Committee Bank Accounts where required. 
 
 
Section Website & Industrial/Campaign Websites 
· Along with other team members and the Communications Department ensure that the structure, format and content of the Section website is regularly maintained, ensuring that it fully represents the Section, contains information of relevance to the membership and is up to date. 
· Organise and maintain industrial and campaign websites set up by the Section as required. 
· Upload and maintain GMB Noticeboards and send links to Regions, reps and members. 
· Set up and maintain social media accounts such as Facebook, Instagram and Whatsapp Groups as required. 
 
 
IT Support 
· To provide IT support to the Section as appropriate. 
· To provide IT and software support to Team Members, Regions, Reps and members. 
· Providing training where required. 
· Advising on Section IT needs to ensure the smooth running of the Section. 
· Organising other meetings as required. 
 
 
Research & Policy Support 
· Research and compile company, industry, membership and other information as required to support the Section Team, Regions and reps’ organising and recruitment priorities. 
· Producing membership figures reports, analysing data and distributing to team members, regional organisers, reps and members as required. 
 
 
 
3. ADDITIONAL DUTIES 
To carry out other duties, as designated by the National Secretary or as required by the Section, according to operational requirements including: 
Meeting Room Bookings 
· Booking of meeting rooms, including external venues.   
· Setting up meeting room facilities including tables and chairs.   
· Setting up required IT access. 
· Organising catering. 
· Sending out paperwork. 
 
 
Organising Travel and Hotel Accommodation 
· Organising and purchasing travel (including international travel) for National Officers, Team Members, Reps and members as required. 
· Organising hotel accommodation (including international accommodation) for National Officers, Team Members, Reps and members as required. 
 
Demonstrations, Marches and Political Meetings 
· Liaising with MPs, MEPs, political parties and Regions to organise speakers and attendees. 
· Completing police and legal documentation for marches and political meetings and responding to queries received on these. 
· Sourcing venues at House of Parliament and other locations for political meetings. 
 
Affiliations 
· Completing paperwork and questionnaires for affiliations and international affiliations as required. 
 
Certificates and Awards 
· Design, order and complete Certificates and Awards, including organising engraving, framing and artwork for Conference Awards, Reps or members.   
 
Gifts 
· Sourcing and arranging for flowers, cards and other gifts to be sent to Reps, members or Team members at moments of celebration, ill-health or sympathy.  
 
Other GMB Projects 
 Provide support, help organise and produce GMB projects as required, liaising with Departments, Regions, Officers and Reps, for example:-. 
· GMB Free Will Writing Servies 
· GMB Custodial Services Section – Legal Expenses Policy.   
 
4. PERSON SPECIFICATION 
· Ability to regularly work outside Core Hours. 
· Ability to work under pressure without immediate supervision and to organise own workload and work under own initiative. 
· Ability to exercise initiative in dealing with problems and identify solutions. 
· Ability to design professional communications for presentations or noticeboard use. 
· Good working knowledge of the GMB membership system, with the ability to set up queries and provide comprehensive and complicated reports. 
· High levels of administrative and strong organisational skills. 
· High standards of IT skills in a wide variety of packages and applications. 
· Be able to use a variety of office equipment, including printers and meeting room equipment. 
· Have a good working knowledge of GMB website maintenance and revision. 
· High standard of written and oral communication skills. 
· The ability to prioritise workloads and meet deadlines, often under extreme pressure. 
· High levels of accuracy and attention to detail. 
· Discretion and ability to deal with matters confidentially. 
· Able to design and administer administrative and finance systems. 
· Able to produce reports to deadline for the National Secretary and Team. 
· Flexibility, adaptability and enthusiasm. 
· Able to work as a member of the Team and offer support to other Team members. 
· Excellent knowledge of GMB structures and practices. 
· Good knowledge of the Trade Union Movement. 
· Good understanding of wider industrial relations. 
· Good understanding of political structures. 
· Good knowledge of company structures. 
· The ability to set up and maintain good working relationships with colleagues within GMB and external organisations as required. 

[image: ]

[image: ]

image2.png




image1.png




