
 

Personal Assistant/Admin Support Officer  
 
Job Description and Person Specification 
 

Purpose of the role 

The Green Party is going places, part of the Green Wave that is sweeping across Europe, 
responding to the great political challenges of our age. Nowhere is this more so than 
London, where our candidate for London Mayor in 2020 is Green Party co-leader Siân 
Berry. 
 
As personal assistant you would work closely with the candidate for Mayor, managing her 
diary and supporting her administratively and logistically to ensure she is able to represent 
the party as effectively as possible.  
 
The successful applicant will thrive in fast-paced environments, be flexible, and always 
remember to prioritise the needs of the candidate. You will manage competing priorities 
calmly, have excellent interpersonal, organisational and communications skills, have good 
attention to detail in the delivery of work, all while being intrinsically motivated by 
environmental and social justice. 
 

Salary: £22,477 - £26,862  
(points 3 – 12 on the GPEW pay scale) 

Hours: Full time – 35 hours per week; flexible working in line with the 
needs of the role will be expected. 

Contract: Fixed term contract, to May 15th 2020. 

Location: London based, working from home and campaign offices as 
available. 

Line manager: London Campaign Manager. 

Line management  
responsibilities: 

Not applicable. 

Key relationships: Green Party candidate for London Mayor, Green Party 
candidates for the London Assembly, London Campaign 
Manager, London Press Officer, Senior Field Organiser, London 
Green Party Co-ordinator, and other Green Party of England 
and Wales staff.  

Application process: 

Applications to be submitted by 10am on Friday 24 January 2020, with interviews likely 
to be held on Friday 31 January at The Biscuit Factory, Unit 215 J Block, 100 Clements 
Road, London, SE16 4DG. Please email your completed application form (found on 
www.greenparty.org.uk/jobs) to recruitment@greenparty.org.uk 

 
  



 

 
Principle Roles and Responsibilities 
 

1. Manage the diary, travel and other work-related practical arrangements for the 
candidate for London Mayor, including keeping track of expenses and other 
requirements, liaising with London campaign staff, head office staff and local party 
members and volunteers. 

2. Thinking ahead about the way in which the candidate can be as effective as 
possible and acting accordingly, prioritising the personal needs of the candidate at 
all times.  

3. Work with London campaign staff to ensure the candidate has, both orally and in 
writing, essential briefing materials for hustings, media appearances and other 
events. 

4. Work with Green Party members and volunteers to ensure campaign events and 
activities are successful and well attended. 

5. Respond effectively, courteously and where appropriate independently to 
correspondence from the public, the media, Green Party members, lobbyists and 
pressure groups, referring to the candidate or others when necessary.  

6. Assist with maintaining the candidate’s online and social media profiles, referring 
to the London Press Officer and others when necessary. 

7. Providing other administrative and logistical support to the candidate at her 
direction. 

8. Providing other administrative and logistical support to the London campaign at the 
direction of the London Campaign Manager. 

 
Essential Experience & Skills 
 

1. At least a years’ experience as a personal assistant or similar role. 

2. Excellent communication skills. 

3. Great interpersonal skills.  

4. Knowledge of and sympathy with the aims and objectives of the Green Party.  

5. Must not be a member of another political party that is in competition with the Green 
Party.  

  
 
  



 

Person Specification 
 
 
 Attribute Essential/desirable 

Experience At least a years’ experience as a personal 
assistant or similar role involving 
organisation, administration and direct 
communication with stakeholders 

Essential 

Strong written and verbal communication 
skills including delivery of verbal briefings 

Essential  

Experience of coordinating volunteers Desirable 

Skills/abilities Excellent interpersonal skills Essential 

Ability to prioritise work and manage 
workload effectively 

Essential 

Strong oral communication skills, including 
good telephone manner 

Essential 

Ability to remain calm and focused under 
pressure, delivering to a consistently high 
standard 

Essential 

IT skills, including the use of email and 
internet, Microsoft Office 

Essential 

Good social media literacy Desirable 

Ability to write content for and edit web 
pages 

Desirable 

Knowledge Understanding of British politics and 
elections and an interest in current affairs 

Essential 

Understanding of London politics and 
issues affecting the city 

Desirable 

Personal 
attitudes 

Sympathy with the aims and policies of the 
Green Party, and with development of a 
more sustainable society 

Essential 

Motivated to see improvement in the Green 
Party’s election performance 

Essential 

Dedicated to accuracy and delivery of tasks 
in a timely manner 

Essential 

Eligible to work in the UK Essential 



 

Personal 
circumstances 

Able to start the role at a month’s notice or 
less 

Desirable 

Able and willing to work occasional unsocial 
hours and outside of normal office hours as 
required  

Essential 

Not a member of another UK political party Essential 

Equality Committed fully to the principle of Equal 
Opportunities for all in line with Green Party 
policies 

Essential 

 


