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Senior Secretary to Sarah Champion MP
Location: 
Rotherham Constituency Office                           Salary:
      £21,951 - £30,874 (IPSA Pay Scale)
Sarah Champion MP is seeking a Senior Secretary for her Rotherham Constituency Office.  The successful candidate will be responsible for ensuring that very high standards of service are provided to the MP including managing her diary and the smooth day-to-day running of the offices in both Rotherham and London.  This is a fast paced role with the need for high attention to detail.  Most of the work will be done remotely with Sarah due to the nature of her role.
 
JOB SPECIFICATION 
 
Management of the MP’s diary, responding to invitations, organising meetings/events both in Rotherham and in Parliament, preparing letters and sending responses to emails/enquiries. 
 
Responsibility for managing all aspects of the financial budget and ensuring the MP is kept informed of all relevant financial matters. Undertaking all necessary Independent Parliamentary Standards Authority (IPSA) processes regarding the MPs’ Expenses Scheme.
Efficient secretarial and administrative support to facilitate the operation of the office; managing incoming telephone calls/enquiries and ensuring these are dealt with sensitively and confidentially.
Co-ordinate enquiries from the media in a confident and helpful manner.

Recruitment on an ad hoc basis. Ensuring accurate personnel records are kept, notifying IPSA of contractual changes as necessary.
 
A range of services to be offered in such basics as mail merge documents and sending out large volumes of mail, setting up/maintaining spreadsheets and undertaking simple research, keeping press clippings up to date, filing, ordering stationery and ensuring that the offices, both in Rotherham and in Parliament are fully equipped.

 
Supervise staff (interns/work experience personnel) as required.

 
PERSON SPECIFICATION 
 
The successful candidate will have exceptionally high attention to detail and will take pride in making sure all aspects of the role are carried out to the highest standard.
 
The ability to multi-task under pressure - to sometimes exceptionally tight deadlines - and to prioritise workload accordingly is absolutely critical.
 
To have confidence in managing an extremely demanding administrative workload.
 
To have an empathetic and warm personality, even in the most trying of circumstances.
 
To be able to work as part of a team as well as working unsupervised alone for long periods of time and balance the different aspects of this role.
 
You will need excellent written and verbal communication skills across all mediums and a good working knowledge of IT (Outlook/Word/Excel mainly) as well as a good knowledge of running budgets.
 
The ability to work flexibly is essential as work is occasionally required at weekends and evenings – sometimes at very short notice.
 
Experience of working with the public in a front-line role is essential.

Experience of working with/for the media would be advantageous.
 
	Previous experience in a similar role is desirable.


