
Proposed Restructure of the London Assembly Conservative 
Group’s staffing establishment 

 
Background 
 
1. The team is, in summary, currently responsible for providing the Members of the 

London Assembly’s Conservative Group with policy advice, research and briefing 
information, communications support, casework and correspondence handling 
systems and administrative / diary management support, assistance to the 
Members in their wider constituency and representational roles, providing 
support as required to the Executive Director of Secretariat, managers within the 
Directorate and the wider GLA and, as necessary, representing the Members’ 
GLA positions/interests within and without the organisation. 

 
2. The current staffing establishment of the team is as set out at Appendix 1; the 

proposed new structure is set out at Appendix 2. 
 
Rationale for proposals 
 
3. The proposals are based on: 

 The fact that, following the outcome of the elections and given the 
restructuring exercises being undertaken in other Group teams, it is an 
appropriate time to review the structure of the Group’s staffing support; 

 The success of various new approaches taken within all 4 Groups now 
represented on the London Assembly to the provision of staffing support 
within the last 4 years (the restructuring within the PA support team in the 
Conservative Group as regards Londonwide Members; the changes to the 
way in which support has been provided to some Members of the Labour 
Group in the last year, being based around having 1 key member of support 
staff per Member; the blending of Assistant, Research and Communications 
roles that has taken place over a long period of time within the Liberal 
Democrat and Green Groups’ teams, which has provided those team with 
demonstrable efficiency and productivity gains); 

 The need to recognise in particular the higher-level contributions that have 
been and can be provided by roles currently designated as Grade 5 Personal 
Assistant positions; 

 The efficiency and productivity gains for Members, as well as career 
development opportunities that will arise for many members of staff, that 
can be made by (a) blending the current PA and Research functions, and (b) 
blending the specialised research and some communications functions; 

 The need to maximise the key research and communications support 
provided to Members within the available budgets, noting the need also to 
make sensible efficiency and cashable savings where possible; 

 The need to ensure that the grading of Head of Office role, one that has 
developed over time into a more senior management position, is properly 
placed within the Authority’s pay and grading structure; and 

 The need to respond to the wishes of Members in respect of staffing 
support provision as expressed to me in recent discussions. 

 

Annex 3 



Proposals 
 
4. It is clear that, in order to meet those requirements listed above, there needs to 

be a fundamental change to the way in which the team is organised. This will 
involve: 

 Having the Head of Office post at Grade 11 (indicative grade), to reflect 
the more senior nature of the role; 

 Deleting the position of Deputy Head of Office; 

 Retaining the position of a dedicated Senior Press Officer role (with the 
job description for this post remaining unchanged, at Grade 7); 

 Providing for a new role, that of Senior Researcher, at Grade 7 
(indicative), a position that will provide specialised research and 
communications support to Members; and 

 Providing for a new role, that of Research and Support Officer (RSO), at 
Grade 6 (indicative), a position that will be responsible for research, 
casework, correspondence and diary management support for Members. 

 

5. On this basis, I am proposing to revise the structure of the team, in order to 
provide for the following structure: 

 1 Head of Office (Grade 11, indicative); 

 1 Senior Press Officer post (at Grade 7);  

 The creation of 6 Senior Researcher posts (Grade 7), noting that one of 
these posts would be specifically focused on on-line media and 
communications support;  

 The creation of 8 Research & Support Officer posts (Grade 6); 

 The deletion of the current Deputy Head of Office post (Grade 7); and 

 The deletion of all current PA posts within the team (Grade 5).   

The job descriptions for the proposed new positions are attached at Appendices 
3a – d. These job descriptions are still outline drafts, subject to further revision 
and formal evaluation. 
 

6. If approved, it is currently expected that this new team structure would come 
into effect on 1 August 2012. The timetable for the process is set out in full at 
Appendix 4. 

 
7. There are currently 21 full-time equivalent (FTE) posts within the team’s 

structure; under these proposals, there would in future be 16 FTE posts. The 
estimated total cost of the new staffing structure would be £684,000 (from 
within the overall total budget allocated to the Group of £821,000).  

 
8. Other options have been considered in the course reviewing the team’s structure 

but are not proposed on the basis that: 



 
(a) Given that a number of Members of the Group have executive roles within 

the GLA and GLA Group, for which they also receive support either from the 
Mayor’s Office team or the relevant functional body, it is not considered 
necessary to provide a Research and Support Officer position for all 9 
Members of the current Conservative Group; 

 
(b) The Senior Researcher positions are to provide support to all Members of 

the Group but, noting in particular the level of research activity undertaken 
in the 2008-12 term of office and the roles of the new RSO posts, it is not 
considered that it will be necessary or efficient to have more than the 6 such 
posts proposed; 

 
(c) There is a need for the Group to be in a position, should it become 

necessary for the 2013/14 year and in later years, to be able to make any 
such reductions in its overall budget as are agreed / required;  

 
(d) There is a clear wish to retain the Head of Office position (but to have that 

role more properly recognised within the Authority’s pay and grading 
structures) and to retain both a dedicated Senior Communications post and 
a dedicated Online Communication post; 

 
(e) The post of Deputy Head of Office has not been filled for over 3 years now, 

and is no longer justified, particular in light of the proposed re-grading of 
the Head of Office position; 

 
(f) The retention of the distinct PA function is not considered necessary, as the 

diary management and casework functions can be accommodated within the 
overall responsibilities of the higher-graded RSO positions, a role that 
reflects the fact that many PAs already, as a matter of practical reality and 
necessity, undertake research-based activity and yet this is not currently 
reflected within the pay and grading system applied to their work; and 

 
(g) The retention of a research function that does not contribute significantly to 

communication support work is no longer considered necessary; nor would 
the current researcher role be viable in light of the creation of the proposed 
RSO positions. There is a clear need, also, for some more specialised and 
higher-quality research support for Members – and the need to recognise 
those additional responsibilities within the pay and grading structure of the 
team. 

 
 

Ed Williams 
Head of Committee and Member Services 

June 2012 
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Appendix 3a 
Job Description - draft 
 
Job title:  Head of Office  
 
Grade:   11 (indicative)    
 
Post number:  insert post number 
 
Directorate:  Assembly & Secretariat 
 
Unit:   Conservative Group   
 
 

Job purpose 

To manage the provision of key policy, research, communications advice and 
administrative support; to manage the related staffing team and budgets; and to 
represent the Group and its GLA-related positions/interests within the organisation and 
beyond.  
 

Principal accountabilities 

1. To lead and manage a large team of staff and significant budgets in order to 
ensure the effective provision of support services to the Group, including the 
development and delivery of plans and tasks, and the research, communications 
and administrative support required by Members. 

 
2. To act as the primary direct source of high quality advice and support for the 

Assembly Members in the Group on all matters relating to their GLA roles and 
functions and to represent their GLA positions/interests within the organisation 
and beyond as required, liaising directly and regularly with the Authority’s 
statutory and senior officers, the Mayor’s Office and significant external 
stakeholders (functional bodies, London Councils, London borough 
representatives, a full range of external organisations) in order to achieve this 
objective. 

 
3. To contribute to the management of the Secretariat Directorate, including 

attendance as required at the Directorate Management Team. 
 

4. To act and manage the staff and resources allocated to the job in accordance 
with the Authority’s policies and Code of Ethics and Standards. 

 
5. To realise the benefits of London’s diversity by promoting and enabling equality 

of opportunities and promoting the diverse needs and aspirations of London’s 
communities and realise the benefits of a flexible approach to work in 
undertaking duties and responsibilities of this job, participating in cross team 
working and task groups. 

 



 

 

Key contacts:  Conservative Group Assembly Members; Secretariat / GLA 
managers 

 
Accountable to: Head of Committee and Member Services (and, informally, to 

the Party Group Leader) 
 
Accountable for: Resources allocated to the job.  
 

 
Person specification 
 
Technical requirements/experience/qualifications 
 
1. Significant experience of successful working in a similar role within political or 

comparable high profile environment, including resolving complex issues 
effectively and efficiently. 

 
2. A thorough understanding of current policy issues affecting London, together 

with knowledge and understanding of the legislative framework in which the 
GLA works. 

 
3. Evidence of an ability to lead and motivate a team of staff to ensure that 

policies, programmes and strategies are implemented. 
 
4. Ability to produce authoritative clear and concise oral and written reports and 

research on complex issues for a range of audiences and present in a way that 
can be used by Assembly Members to their best advantage. 

 
5. Demonstrate commitment and understanding of the role of the GLA in 

promoting equality and working with diverse groups in developing the work 
required to advance the needs of Assembly Members.  

 
 

Behavioural competencies 
 
Managing and Developing Performance 
… is setting high standards for oneself and others, guiding, motivating and developing 
them, to achieve high performance and meet the GLA’s objectives and statutory 
obligations. 
 
Level 3 indicators of effective performance 

 Motivates and inspires others to perform to their best, recognising and valuing 
their work and encouraging them to learn and reflect 

 Sets clear direction and expectations and enables others to interpret competing 
priorities 

 Agrees and monitors challenging, achievable performance objectives in line with 
GLA priorities 

 Manages performance issues effectively to avoid adverse impact on team morale 
and performance 



 

 Promotes a positive team culture that respects diversity and deals with barriers 
to inclusion 

 
Decision Making 
… is forming sound, evidence-based judgements, making choices, assessing risks to 
delivery, and taking accountability for results. 

Level 3 indicators of effective performance 

 Makes sound decisions quickly on behalf of the GLA when a situation requires 
intervention 

 Takes responsibility for team decisions, providing rationale when those decisions 
are questioned 

 Involves senior stakeholders early in decisions that impact them 

 Analyses organisational risks associated with decisions, including those with long 
term impacts, before committing to action 

 Encourages others in the team to make decisions in their own area of expertise, 
take appropriate risks and learn from experience 

 
Communicating and Influencing 
… is presenting information and arguments clearly and convincingly so that others see 
us as credible and articulate, and engage with us. 

Level 3 indicators of effective performance 

 Encourages and supports teams in engaging in transparent and inclusive 
communication 

 Influences others and gains buy-in using compelling, well thought through 
arguments 

 Negotiates effectively to deliver GLA priorities 

 Synthesises the complex viewpoints of others, recognises where compromise is 
necessary and brokers agreement 

 Advocates positively for the GLA both within and outside the organisation 
 

Responsible Use of Resources 
… is taking personal responsibility for using and managing resources effectively, 
efficiently and sustainably. 

Level 3 indicators of effective performance 

 Allocates financial and people resources efficiently to maximise value for team 
and wider organisation 

 Thinks in terms of maximum efficiency when planning resource allocation 

 Implements good practice on efficient use of resources 

 Monitors financial performance and efficiency of own team, ensuring delivery of 
work within budget 

 Negotiates and manages contracts responsibly across a diverse supplier base 
 
 
Responding to Pressure and Change 
… is being flexible and adapting positively, to sustain performance when the situation 
changes, workload increases, tensions rise or priorities shift. 



 

Level 3 indicators of effective performance 

 Clarifies direction and adapts to changing priorities and uncertain times 

 Minimises the pressure of change for the directorate, lessening the impact for 
the team 

 Uses change as an opportunity to improve ways of working, encouraging others’ 
buy-in 

 Keeps staff motivated and engaged during times of change, promoting the 
benefits 

 Takes ownership for communicating change initiatives clearly, ensuring smooth 
implementation 

 
Organisational Awareness 
… is understanding and being sensitive to organisational dynamics, culture and politics 
across and beyond the GLA and shaping our approach accordingly. 

Level 3 indicators of effective performance 

 Uses understanding of differences between the GLA and its partners to improve 
working relationships 

 Helps others understand the GLA and the complex environment in which it 
operates 

 Translates changing political agendas into tangible actions 

 Considers the diverse needs of Londoners in formulating GLA objectives 

 Helps others understand how the media and external perceptions of the GLA 
influence work 

 
Planning and Organisation 
… is thinking ahead, managing time, priorities and risk, and developing structured and 
efficient approaches to deliver work on time and to a high standard. 
 

Level 3 indicators of effective performance 

 Monitors allocation of resources, anticipating changing requirements that may 
impact work delivery 

 Ensures evaluation processes are in place to measure project benefits 

 Gains buy-in and commitment to project delivery from diverse stakeholders 

 Implements quality measures to ensure directorate output is of a high standard 

 Translates political vision into action plans and deliverables 
 
Working Patterns 

If the post requires any unusual work patterns, please outline here. 

Reasonable adjustment 

 
Reasonable adjustment will be made to working arrangements to accommodate a 
person with a disability who otherwise would be prevented from undertaking the work. 
 
 
Structure chart 

Structure chart is available from HR. 



 

Appendix 3b 
Job Description (as current) 
 
Job title:  Senior Press Officer  
 
Grade:   7    
 
Post number:   insert post number 
 
Directorate:  Assembly & Secretariat 
 
Unit:   Conservative Group  
 
 

Job purpose 

To manage the communications support to Conservative Group Assembly Members. 
 
 

Principal accountabilities 

1. To develop and implement comprehensive, proactive and effective 
communications strategies for assigned Assembly Members, working in close 
coordination with other staff in the Group at all times. 

 
2. To effectively monitor relevant media activity, and to provide effective and 

timely advice to relevant Assembly Members, including early warning of 
potential issues, in relation to media management. 

 
3. To generate, using a variety of methods, media coverage for the assigned 

Assembly Member(s) in relation to the range of their GLA roles and functions, 
and to respond to media enquiries effectively, accurately and quickly, ensuring 
that responses properly reflect the particular Member’s views. 

 
4. To oversee and supervise the work of other communications staff within the 

Group office. 
 
5. To act and manage resources allocated to the job in accordance with the 

Authority’s policies and Code of Ethics and Standards; to realise the benefits of 
London’s diversity by promoting and enabling equality of opportunities and 
promoting the diverse needs and aspirations of London’s communities; to realise 
the benefits of a flexible approach to work in undertaking the duties and 
responsibilities of this job, participating in multi-discipline cross departmental 
and organisational groups and task teams. 

 
Key contacts: Conservative Group Assembly Members; Group staff 

Accountable to: Head of Office  

Accountable for: Resources allocated to the job. 
 
 



 

Person specification 
 
Technical requirements/experience/qualifications 
 
1. Evidence of working successfully, in a similar role in a high profile organisation and 

managing staff.  

2. Knowledge and understanding of media handling techniques, including strategies, 
including designing and delivering an effective communications plan for an elected 
politician. 

3. High-level verbal and written communication skills and analytical and research skills 
appropriate to the need to communicate clearly and effectively with a wide range of 
media, staff and managers on behalf of elected politicians on a wide range of issues. 

4. Ability to utilise the latest information and communication technologies in relation 
to media issues, including designing or commissioning leaflets, newsletters and 
other documents. 

5. Demonstrate commitment and understanding of the role of the GLA in promoting 
equality and working with diverse groups in developing the work required to 
advance the needs of Assembly Members.  

 
 

Behavioural competencies 
 

Communicating and Influencing 
… is presenting information and arguments clearly and convincingly so that others see 
us as credible and articulate, and engage with us. 

Level 2 indicators of effective performance 

 Communicates openly and inclusively with internal and external stakeholders  
 Clearly articulates the key points of an argument, both in verbal and written 

communication  
 Persuades others, using evidence based knowledge, modifying approach to 

deliver message effectively  
 Challenges the views of others in an open and constructive way  
 Presents a credible and positive image both internally and externally 

 

Building and Managing relationships 
… is developing rapport and working effectively with a diverse range of people, sharing 
knowledge and skills to deliver shared goals. 

Level 2 indicators of effective performance 

 Develops new professional relationships  
 Understands the needs of others, the constraints they face and the levers to 

their engagement  
 Understands differences, anticipates areas of conflict and takes action  
 Fosters an environment where others feel respected  
 Identifies opportunities for joint working to minimise duplication and deliver 

shared goals 
 



 

Organisational Awareness  
… is understanding and being sensitive to organisational dynamics, culture and politics 
across and beyond the GLA and shaping our approach accordingly. 
 
Level 2 indicators of effective performance 

 Challenges unethical behaviour 

 Uses understanding of the GLA’s complex partnership arrangements to deliver 
effectively 

 Recognises how political changes and sensitivities impact on own and team’s 
work 

 Is aware of the changing needs of Londoners, anticipating resulting changes for 
work agendas 

 Follows the GLA’s position in the media and understands how it impacts on work 

 

Responding to Pressure and Change 

… is being flexible and adapting positively, to sustain performance when the situation 
changes, workload increases, tensions rise or priorities shift. 

Level 3 indicators of effective performance 

 Clarifies direction and adapts to changing priorities and uncertain times 

 Minimises the pressure of change for the directorate, lessening the impact for 
the team 

 Uses change as an opportunity to improve ways of working, encouraging others’ 
buy-in 

 Keeps staff motivated and engaged during times of change, promoting the 
benefits 

 Takes ownership for communicating change initiatives clearly, ensuring smooth 
implementation 

 

Planning and Organising 
… is thinking ahead, managing time, priorities and risk, and developing structured and 
efficient approaches to deliver work on time and to a high standard. 

Level 3 indicators of effective performance 

 Monitors allocation of resources, anticipating changing requirements that may 
impact work delivery 

 Ensures evaluation processes are in place to measure project benefits 

 Gains buy-in and commitment to project delivery from diverse stakeholders 

 Implements quality measures to ensure directorate output is of a high standard 

 Translates political vision into action plans and deliverables 

 
Research and Analysis 
… is gathering intelligence (information, opinion and data) from varied sources, making 
sense of it, testing its validity and drawing conclusions that can lead to practical 
benefits. 
 



 

Level 2 indicators of effective performance 

 Proactively seeks new information sources to progress research agendas and 
address gaps in knowledge 

 Grasps limitations of or assumptions behind data sources, disregarding those 
that lack quality 

 Analyses and integrates qualitative and quantitative data to find new insights 

 Translates research outcomes into concise, meaningful reports 

 Identifies relevant and practical research questions for the future 
 
Working Patterns 

If the post requires any unusual work patterns, please outline here. 
 

Reasonable adjustment 

 
Reasonable adjustment will be made to working arrangements to accommodate a 
person with a disability who otherwise would be prevented from undertaking the work. 
 
 
Structure chart 

Structure chart is available from HR. 



Appendix 3c 
Job Description - draft 
 
Job title:  Senior Researcher 
 
Grade:   7 (indicative)   
 
Post number:   insert post number 
 
Directorate:  Assembly & Secretariat 
 
Unit:   Conservative Group  
 

 

Job purpose 

To provide high-quality and specialist research, policy briefing and communications 
support to the Members of the London Assembly’s Conservative Group, by: obtaining, 
analysing and producing information as required: proactively generating policy briefings, 
issues papers; and providing a full range of media support for Members.  
 

Principal accountabilities 

1. To provide high quality research, policy, communications, advice and support to 
the Assembly Member(s) across the range of their GLA functions, and to their 
Research and Support Officer, co-ordinating with a wide range of internal and 
external people and organisations and producing policy or constituency issue 
reports to publication standard 

  
2. To act as the key point of contact for GLA officers in respect of London 

Assembly scrutiny activity related to the Group Members’ roles and interests, 
ensuring an effective and efficient two-way transmission of views and 
suggestions, in order to maximise the Members’ positions and impact in the 
work of the Assembly; and to contribute effectively and proactively to the 
Members’ functions in respect of Mayor’s Question Time, Functional Body 
Question Time and other Assembly meetings. 

 
3. To develop and implement comprehensive, proactive and effective 

communications strategies for assigned Assembly Members, working in close 
coordination with the Senior Press Officer and relevant Research & Support 
Officer at all times; and to effectively monitor relevant media activity, and to 
provide effective and timely advice to relevant Assembly Members, including 
early warning of potential issues, items of local media interest and support in 
relation to online and social media. 

 
4. To act and manage resources allocated to the job in accordance with the 

Authority’s policies and Code of Ethics and Standards; to realise the benefits of 
London’s diversity by promoting and enabling equality of opportunities and 
promoting the diverse needs and aspirations of London’s communities; to realise 
the benefits of a flexible approach to work in undertaking the duties and 
responsibilities of this job, participating in multi-discipline cross departmental 
and organisational groups and task teams. 



 

 
Key contacts: Assigned Assembly Member(s); Conservative Group Assembly 

Members; Group staff 

 
Accountable to:        Head of Office, Conservative Group 
    
Accountable for: Resources allocated to the job 
 
 

Person specification 
 
Technical requirements/experience/qualifications 
 
1. Demonstrable research skills, to enable quick and effective grasp of information 

from a range of sources on a wide range of policy topics, and proven experience 
of policy briefing in a political / public sector organisation.  

 
2. Demonstrable verbal and written communication skills, including experience of 

writing a range of different styles of document for different audiences, often 
within very short timescales; experience of producing information specifically for 
media work and/or briefings for media interviews; the ability to use a range of 
software and media. 

 
3. Experience of working directly with influential, high profile people in a pressured 

environment and in dealing with confidential/sensitive issues and documents; 
the ability to work in a politically complex organisation and apply political 
awareness.  

 
4. Knowledge and understanding of media handling techniques, including 

strategies, including designing and delivering an effective communications plan 
for an elected politician. 

 
5. Ability to utilise the latest information and communication technologies in 

relation to media issues, including designing or commissioning leaflets, 
newsletters and other documents. 

 
6. An understanding of the GLA's commitment to equality of opportunity and 

valuing diversity, and the ability to translate this into action. 
 
 

Behavioural competencies 
 
Communicating and Influencing 
… is presenting information and arguments clearly and convincingly so that others see 
us as credible and articulate, and engage with us. 
 
Level 2 indicators of effective performance 

 Communicates openly and inclusively with internal and external stakeholders 

 Clearly articulates the key points of an argument, both in verbal and written 
communication 



 

 Persuades others, using evidence based knowledge, modifying approach to 
deliver message effectively 

 Challenges the views of others in an open and constructive way 

 Presents a credible and positive image both internally and externally 
 
Building and Managing relationships 
… is developing rapport and working effectively with a diverse range of people, sharing 
knowledge and skills to deliver shared goals. 
 
Level 2 indicators of effective performance 

 Develops new professional relationships 

 Understands the needs of others, the constraints they face and the levers to 
their engagement 

 Understands differences, anticipates areas of conflict and takes action 

 Fosters an environment where others feel respected 

 Identifies opportunities for joint working to minimise duplication and deliver 
shared goals 

 
Organisational Awareness  
… is understanding and being sensitive to organisational dynamics, culture and politics 
across and beyond the GLA and shaping our approach accordingly. 
 
Level 2 indicators of effective performance 

 Challenges unethical behaviour 

 Uses understanding of the GLA’s complex partnership arrangements to deliver 
effectively 

 Recognises how political changes and sensitivities impact on own and team’s 
work 

 Is aware of the changing needs of Londoners, anticipating resulting changes for 
work agendas 

 Follows the GLA’s position in the media and understands how it impacts on work 
 
Planning and Organising 
… is thinking ahead, managing time, priorities and risk, and developing structured and 
efficient approaches to deliver work on time and to a high standard. 
 
Level 2 indicators of effective performance 

 Prioritises work in line with key team or project deliverables 

 Makes contingency plans to account for changing work priorities, deadlines and 
milestones 

 Identifies and consults with sponsors or stakeholders in planning work 

 Pays close attention to detail, ensuring team’s work is delivered to a high 
standard 

 Negotiates realistic timescales for work delivery, ensuring team deliverables can 
be met 

 



 

Research and Analysis 
… is gathering intelligence (information, opinion and data) from varied sources, making 
sense of it, testing its validity and drawing conclusions that can lead to practical 
benefits. 
 
Level 2 indicators of effective performance 

 Proactively seeks new information sources to progress research agendas and 
address gaps in knowledge 

 Grasps limitations of or assumptions behind data sources, disregarding those 
that lack quality 

 Analyses and integrates qualitative and quantitative data to find new insights 

 Translates research outcomes into concise, meaningful reports 

 Identifies relevant and practical research questions for the future 
 
Problem Solving 
… is analysing and interpreting situations from a variety of viewpoints and finding 
creative, workable and timely solutions. 
 
Level 2 indicators of effective performance 

 Processes and distils a variety of information to understand a problem fully 

 Proposes options for solutions to presented problems 

 Builds on the ideas of others to encourage creative problem solving 

 Thinks laterally about own work, considering different ways to approach 
problems 

 Seeks the opinions and experiences of others to understand different 
approaches to problem solving 

 
Working Patterns 

If the post requires any unusual work patterns, please outline here. 

Reasonable adjustment 

 
Reasonable adjustment will be made to working arrangements to accommodate a 
person with a disability who otherwise would be prevented from undertaking the work. 
 
Structure chart 

Structure chart is available from HR. 

 



Appendix 3d 
Job Description - draft 
 
Job title:  Research and Support Officer 
 
Grade:   6 (indicative)   
 
Post number:   insert post number 
 
Directorate:  Assembly & Secretariat 
 
Unit:   Conservative Group  
 
 

Job purpose 

To provide a full range of research, casework, diary, administrative and information 
support to a dedicated Assembly Member(s).  
 
 

Principal accountabilities 

1. To provide core research and policy briefings, advice and support to the Assembly 
Member(s) across the range of their GLA functions 
 

2. To act as the first point of contact for the allocated Assembly Member for all people 
within and without the organisation, representing the views and interests of that 
Member in an effective and professional manner, and dealing with a wide range of 
internal and external people and organisations.  
 

3. To manage all correspondence (including electronic) and casework received by the 
Member concerned as required. 

 
4. To work with the senior press officer to provide pro-active public affairs support to 

the Assembly Member(s), including producing policy or constituency issue reports to 
publication standard. 
 

5. To take primary responsibility for the co-ordination of the given Assembly 
Member(s) work for Assembly meetings (such as the submission of questions for 
Mayor’s Question Time, and motions), in liaison with the Head of Office and other 
colleagues. 
 

6. To act and manage resources allocated to the job in accordance with the Authority’s 
policies and Code of Ethics and Standards; to realise the benefits of London’s 
diversity by promoting and enabling equality of opportunities and promoting the 
diverse needs and aspirations of London’s communities; to realise the benefits of a 
flexible approach to work in undertaking the duties and responsibilities of this job, 
participating in multi-discipline cross departmental and organisational groups and 
task teams. 

 



 

Key contacts: Assigned Assembly Member(s); Conservative Group Assembly Members; 
Group staff 

 
Accountable to:        Head of Office, Conservative Group 
    
Accountable for: Resources allocated to the job 
 
 

Person specification 
 
Technical requirements/experience/qualifications 
 
1. Demonstrable research skills, to enable quick and effective grasp of information 

from a range of sources on a wide range of policy topics, and proven experience 
of policy briefing in a political / public sector organisation.  

 
2. Demonstrable verbal and written communication skills, including experience of 

writing a range of different styles of document for different audiences, often 
within very short timescales; experience of producing information specifically for 
media work and/or briefings for media interviews; the ability to use a range of 
software and media. 

 
3. Experience of working directly with influential, high profile people in a pressured 

environment and in dealing with confidential/sensitive issues and documents; 
the ability to work in a politically complex organisation and apply political 
awareness.  

 
4. An understanding of the GLA's commitment to equality of opportunity and 

valuing diversity, and the ability to translate this into action. 
 
 

Behavioural competencies 
 
Communicating and Influencing 
… is presenting information and arguments clearly and convincingly so that others see 
us as credible and articulate, and engage with us. 
 
Level 2 indicators of effective performance 

 Communicates openly and inclusively with internal and external stakeholders 

 Clearly articulates the key points of an argument, both in verbal and written 
communication 

 Persuades others, using evidence based knowledge, modifying approach to 
deliver message effectively 

 Challenges the views of others in an open and constructive way 

 Presents a credible and positive image both internally and externally 
 
Building and Managing relationships 
… is developing rapport and working effectively with a diverse range of people, sharing 
knowledge and skills to deliver shared goals. 
 



 

Level 2 indicators of effective performance 

 Develops new professional relationships 

 Understands the needs of others, the constraints they face and the levers to 
their engagement 

 Understands differences, anticipates areas of conflict and takes action 

 Fosters an environment where others feel respected 

 Identifies opportunities for joint working to minimise duplication and deliver 
shared goals 

 
Organisational Awareness  
… is understanding and being sensitive to organisational dynamics, culture and politics 
across and beyond the GLA and shaping our approach accordingly. 
 
Level 2 indicators of effective performance 

 Challenges unethical behaviour 

 Uses understanding of the GLA’s complex partnership arrangements to deliver 
effectively 

 Recognises how political changes and sensitivities impact on own and team’s 
work 

 Is aware of the changing needs of Londoners, anticipating resulting changes for 
work agendas 

 Follows the GLA’s position in the media and understands how it impacts on work 
 
Planning and Organising 
… is thinking ahead, managing time, priorities and risk, and developing structured and 
efficient approaches to deliver work on time and to a high standard. 
 
Level 2 indicators of effective performance 

 Prioritises work in line with key team or project deliverables 

 Makes contingency plans to account for changing work priorities, deadlines and 
milestones 

 Identifies and consults with sponsors or stakeholders in planning work 

 Pays close attention to detail, ensuring team’s work is delivered to a high 
standard 

 Negotiates realistic timescales for work delivery, ensuring team deliverables can 
be met 

 
Research and Analysis 
… is gathering intelligence (information, opinion and data) from varied sources, making 
sense of it, testing its validity and drawing conclusions that can lead to practical 
benefits. 
 
Level 2 indicators of effective performance 

 Proactively seeks new information sources to progress research agendas and 
address gaps in knowledge 

 Grasps limitations of or assumptions behind data sources, disregarding those 
that lack quality 

 Analyses and integrates qualitative and quantitative data to find new insights 



 

 Translates research outcomes into concise, meaningful reports 

 Identifies relevant and practical research questions for the future 
 
Problem Solving 
… is analysing and interpreting situations from a variety of viewpoints and finding 
creative, workable and timely solutions. 
 
Level 2 indicators of effective performance 

 Processes and distils a variety of information to understand a problem fully 

 Proposes options for solutions to presented problems 

 Builds on the ideas of others to encourage creative problem solving 

 Thinks laterally about own work, considering different ways to approach 
problems 

 Seeks the opinions and experiences of others to understand different 
approaches to problem solving 

 
Working Patterns 

If the post requires any unusual work patterns, please outline here. 

Reasonable adjustment 

 
Reasonable adjustment will be made to working arrangements to accommodate a 
person with a disability who otherwise would be prevented from undertaking the work. 
 
Structure chart 

Structure chart is available from HR. 

 



Appendix 4 

Consultation process and timetable 

 

 This document formally opens the consultation period, which will last until 19 July 
2012.  During the consultation period all staff affected by this restructure will have 
an individual consultation meeting. At this meeting, the personal implications of 
these proposed changes will be discussed with staff, including the deletion of 
individual post(s) or change to job descriptions. The consultation will also cover the 
ring fencing and assimilation proposals where staff are at risk of redundancy as a 
result of the proposals.  
 

 Following the launch of this consultation, I will write to all affected staff to confirm 
the process to be followed and how the restructure will be implemented.   Copies of 
this consultation paper will be issued to all staff affected, including any on 
maternity leave and secondment.  In addition, the consultation paper is being issued 
to Unison.  Any proposals are subject to approval by the Head of Paid Service. 

 

 The GLA is seeking to minimise redundancies and would be happy to hear 
suggestions from staff on how these could be avoided. Staff at risk of redundancy 
will have priority consideration for posts in the new structure.   
 

 Alongside the formal individual consultation meetings, any staff affected by these 
proposals can discuss them confidentially with me at any time during the 
consultation.  Written responses to the consultation should be submitted to me by 
18 July if possible and by no later than 19 July 2012.  
 

 I recognise that organisational change can be unsettling and difficult for staff, 
especially where existing posts are being deleted or re-scoped.   

 

 The process for consultation and implementation will follow the GLA’s Management 
of Change Policy (which can be accessed here: 
http://intranet.london.gov.uk/sites/default/files/intranetfiles/management_of_ch
ange-final-may08.pdf) 

 

Timescales 

 

 I will aim to complete the restructuring process as quickly as possible in order to 
minimise any uncertainty for affected staff affected and to ensure that 
organisational requirements are met.  However I also want to give sufficient time for 
meaningful consultation with staff. 

 

 The timetable overleaf sets out the indicative timetable for the restructuring 
process. 

 

http://intranet.london.gov.uk/sites/default/files/intranetfiles/management_of_change-final-may08.pdf
http://intranet.london.gov.uk/sites/default/files/intranetfiles/management_of_change-final-may08.pdf


 

 

 

 

 
 
 

 

 

Date Action 

18 June  2011 Consultation period start date 

20 June – 19 July 2012 Individual staff meetings 

19 July 2012 Consultation period end date 

19 July 2012 Consultation with GLA Oversight Committee and the 

Mayor 

 Formal approval by Head of Paid Service 

23-31 July 2012 Ring-fenced interviews and assimilation  

1 August 2012 Implementation date for new structure  


