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Head of Chief Executive’s Office
	Grade:
	SMR A
	Date:
	July 2026

	Post No.
	TBC
	Evaluation No.
	LBN922

	Directorate:
	Change & Improvement

	Reports to:
	Assistant Director of Executive and Corporate Support



	Budget Responsibility
	No. of Direct Reports

	£500K
	Up to 6 to 8



	Overall Purpose of this Role

	

To provide strategic support to the Chief Executive and senior leaders, providing advice and counsel to ensure the effective and efficient discharge of their functions, and the delivery of the Chief Executive’s vision.  

This role will lead on providing business planning support to the Chief Executive and Head of Office to deliver the Council’s strategic priorities. The post-holder will manage a team focused on delivering high quality services for the Chief Executive and the Newham Transformation and Improvement Board, including but not limited to: 

· Strategic oversight of organisational corporate governance, creating a workplan for the Independent Board and its Members that aligns with the Best Value Notice and organisational priorities. 
· To identify and deliver improvements in the service and drive a culture of development and innovation across the Chief Executive's Office. 
· The post holder will be expected to work effectively with senior stakeholders, including the Mayor and the Mayor’s Office, Councillors, Corporate Directors and external partners to ensure effective service delivery and delivery of key organisational priorities. 




	Key Responsibilities 

	
Key responsibilities below are intended to be a guide to the range and level of work expected of the post holder.  This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time 


	1
	Provide effective day-to-day support to the Chief Executive, including advice, research, co-ordination of briefings, policy analysis, papers, reports and sensitive communications.

	2
	Represent the Chief Executive at meetings, make informed judgements based on organisational understanding, and meet with CLB members on behalf of the Chief Executive to review service reports and recommend changes

	3
	Line manages all posts within the Chief Executive’s Office, supporting performance management, development and high-quality service delivery.

	4
	Lead forward planning and business planning for the Chief Executive, ensuring key strategies, consultations, risks and programmes follow the relevant governance and briefing processes.

	5
	Manage the day-to-day function of the Newham Transformation and Improvement Board, monitoring progress, addressing strategic risks and issues, advising programmes and managing stakeholders.

	6
	Oversee timely administration of Chief Executive complaints, casework and enquiries, provide advice and guidance to managers and staff, and use performance data and themes to inform policy development and reporting.

	7
	Project manage complex priority projects on behalf of the Corporate Director and Assistant Director of Executive and Corporate Support, aligned to the Chief Executive’s and Mayor’s priorities.

	8
	Maintain close, professional and sensitive relationships with Members, managers, Corporate Directors, MPs, external partners and other stakeholders, promoting the Council’s reputation through an effective Chief Executive’s Office service.

	9
	The post holder will be expected to make a significant contribution to the effective governance of the organisation and delivery of key corporate objectives by supporting the Chief Executive and Corporate Leadership Team.   

	10
	To represent the Chief Executive at all meetings and make informed judgements.

	11
	Budget responsibility up to £500K

	12
	To work with a high degree of autonomy and initiative, independently providing full executive support, including briefings, research, complex drafting, special projects and the production of internal and external facing presentations.  



	Areas of Knowledge and Understanding Required from Senior Managers

	
Strategy

Effective strategy formulation is crucial for achieving organisational goals and ensuring long-term success. It involves setting clear objectives, analysing internal and external environments, and developing actionable plans to navigate challenges and seize opportunities. A well-defined strategy aligns the organisation's resources and efforts towards a common vision, fostering coherence and direction across all levels. By continuously monitoring and adjusting the strategy in response to changing circumstances, organisations can maintain their competitive edge and drive sustainable growth.

Service Quality

Service quality is the cornerstone of customer satisfaction and loyalty. It encompasses the consistent delivery of reliable, responsive, and empathetic services that meet or exceed customer expectations. High service quality is achieved through well-trained staff, efficient processes, and a customer-centric culture. By actively seeking feedback and continuously improving service delivery, organisations can build strong relationships with their customers, enhance their reputation, and differentiate themselves in the marketplace.

Performance

Performance management is essential for maximising organisational efficiency and effectiveness. It involves setting performance standards, monitoring progress, and providing feedback to ensure that employees and teams are meeting their objectives. By fostering a culture of accountability and continuous improvement, performance management helps identify areas for development and recognise achievements. 
This process not only enhances individual and team performance but also contributes to the overall success of the organisation.

Resource Management

Resource management is the strategic allocation and utilisation of an organisation's assets, including human, financial, and physical resources. Effective resource management ensures that resources are used efficiently and effectively to achieve organisational goals. This involves planning, monitoring, and controlling resources to avoid waste and maximise value. By optimising resource allocation, organisations can improve productivity, reduce costs, and enhance their ability to respond to changing demands and opportunities.

Leadership and Culture

Leadership and culture are fundamental to shaping an organisation's identity and driving its success. Effective leadership inspires and motivates employees, fosters innovation, and guides the organisation through change. A positive organisational culture, characterised by shared values, trust, and collaboration, enhances employee engagement and performance. By cultivating strong leadership and a supportive culture, organisations can create an environment where employees thrive, and collective goals are achieved.

Leadership and culture are fundamental to shaping an organisation's identity and driving its success. Effective leadership inspires and motivates employees, fosters innovation, and guides the organisation through change. A positive organisational culture, characterised by shared values, trust, and collaboration, enhances employee engagement and performance. By cultivating strong leadership and a supportive culture, organisations can create an environment where employees thrive, and collective goals are achieved. Accountability ensures that leaders and employees alike take responsibility for their actions and decisions, fostering a sense of ownership and integrity. Additionally, embracing Equity, Diversity, and Inclusion (EDI) promotes a workplace where diverse perspectives are valued, leading to more innovative solutions and a stronger, more cohesive team.




	Key Statements – Working for Newham Council

	
People at the Heart of Everything We Do

You must be committed to putting people – Newham residents and Council staff – at the heart of everything you do.  Our approach is a collaborative joint enterprise between residents, the Mayor, Members, Council staff and the Corporate Management Team.

Equality and Diversity

We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work.

Protecting our Staff and Services

Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.

Corporate Parent

Every member of staff working for Newham Council should understand and fulfil our corporate parenting responsibilities for our looked after children that we have under the Children and Social Work Act 2017. 

H.E.A.R.T Values

All employees should familiarise themselves with and fully embrace our HEART values.  These core values and behaviours of Honesty, Equality, Ambition, Respect and Together belong to everyone at the council and we all have a responsibility to practise them and make sure they are visible in everything we do.  



 


	Personal Specification

	
IMPORTANT INFORMATION FOR APPLICANTS

The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.




	Person Specification Requirements 
	Assessment Method 
(A/I/T)

	Qualification Requirement
	

	Appropriate qualification or equivalent level of attainment, which may be work-based rather than academic.
	Application

	Knowledge
	

	Robust knowledge of Council governance processes and the Council’s strategic objectives.
	Interview / Test

	Knowledge of customer care, complaints, casework and performance management procedures.
	Interview / Test

	Detailed working knowledge of Microsoft Office applications, including Word, Excel, PowerPoint and internet-based research.
	Interview / Test

	
	

	Skills
	

	Strong written, verbal, presentation and numeracy skills, including the ability to prepare high-quality briefings, reports, presentations and communications for senior audiences.
	Interview

	Ability to manage a significant and varied workload with competing demands, working independently and as part of a team.
	Test

	Ability to build productive working relationships, influence senior stakeholders, resolve issues constructively and manage sensitive or demanding situations diplomatically.
	Application / Interview / Test

	
	

	Experience
	

	Experience of providing services to senior leadership in a fast-paced political environment.
	Interview

	Proven experience in managing complex casework and complaints, with a strong track record of achieving positive and timely outcomes.
	Interview

	Experience of managing complex projects and developing solutions collaboratively with internal and external stakeholders, including senior leaders.
	Application /
Interview

	
	

	Additional Requirements

	DBS
	Yes / No
	Level (Basic / Enhanced)

	Politically Restricted Post
	Yes / No

	Participate in monthly on call rota
	Yes / No
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