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PORTFOLIO AREA: 

Date of Meeting:
4th August 2003

Public
Yes

Key Decision:
Yes
Recorded in Forward Plan:
Yes

Inside Policy Framework Yes

Title:
ADMINISTRATIVE SUPPORT FOR EXECUTIVE DIRECTORS

Report of:
TOWN CLERK AND CHIEF EXECUTIVE

Report reference:
CE 14 03

Summary:

The appointment of two personal Assistants for the Executive Directors to enable them to carry out their role with maximum efficiency.

Recommendations:

The Executive is requested to 

I. approve the allocation of £40,000 per year from recurring under spends in order to employ two personal assistants to the Executive Directors. The intention is that the two new posts will (along with existing support within the Town Clerk’s office) constitute a team with the capacity to provide resilient support to the Town Clerk and Chief Executive and the two Executive Directors.

II. Approve virement for temporary cover and set up costs in the sum of £49,700 in Category B.

Contact Officer:
Jason Gooding
Ext:
 7470

1. BACKGROUND INFORMATION AND OPTIONS

Following the organisational review of the authority, two Executive Directors were appointed between February and May 2003.

Members will be aware that the Organisational Review was undertaken within strict financial parameters and was successful in achieving the objective of cost neutrality. The overall effect was the creation of an immediate annual saving of £60,000 (Report 7 see Note 3.) from estimates set at the maximum of grades and this will reduce proportionally in subsequent years.

Additional recurring savings of £34,000 were made and a recurring contingency of £37,000 was established for implementation.

No specific provision was made for support to executive Management as it was envisaged that this would be provided by way of review of administration undertaken at that time.

As the administration review did not identify surplus support a budget bid was promoted in the 2003/04 budget round but was not agreed at that time. The recurring contingency was, however, removed to create additional savings.

This option proposal provides the necessary resource for the effective function of Executive Management and is funded by virement from recurring under spends as identified in the out turn report previously considered. If approved, the net effect is still to keep the organisational review cost neutral.

As an initial measure temporary support for Executive Management has been provided, utilising under spends within category B totalling £49,700 including set up costs and endorsement to this action is requested.

Due to the increasing workload, two temporary personal assistants have been brought in from an agency to help provide the required level of administrative support. This commenced in July and has already has a considerable positive effect. 

2. CONSULTATION

2.1 Consultation to Date – not applicable.

2.2 Consultation proposed – not applicable.

3. RECOMMENDATIONS

The Executive is requested to approve the allocation of £40,000 per year from recurring under spends in order to employ two personal assistants to the Executive Directors. The intention is that the two new posts will (along with existing support within the Town Clerks office) constitute a team with the capacity to provide resilient support to the Council

4. REASONS FOR RECOMMENDATIONS

The employment of the two personal assistants will significantly reduce the risk of failing to meet the expectations of the authority.
5. IMPLICATIONS

· Staffing/Resources – 

· Financial – the Head of Finance confirms that the administrative support was to be met from within existing employee resources as per TC/65/02 presented to 29/8 Council. That report set out the recurring saving of £31,ooo and first five year grading savings that were adequate to fund the proposed posts.

That proposal which was rejected at a subsequent budget meeting has meant that the restructure resulted in a lower employee budget than existed previously. This proposal addresses the balance and tackles the recurring nature of the requirement.

· Legal – N/A

· Corporate – N/A

· Risk Management – N/A

· Equality Issues – Posts would be filled in accordance with Council equality policies.

· Environmental – N/A

· Crime and Disorder – N/A
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