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Political Assistant to the Labour Group  

Reports to: Head of the Leader’s Office  

Department: Democratic Services Grade: 

 

PO3  

N.B. This role is 
subject to: The Local 
Government 
(Assistants for 
Political Groups) 
(Remuneration) 
(England) Order 2021 

DBS Status: Basic 

 
Politically 
restricted: 

Yes  

 

Job Purpose: 

 

Acting as first point of contact for the administration, supporting them to discharge their 
functions in respect of their Group business and ensuring effective communications between 
the administration and the local, regional and national Party.  
 
Leading on the work programme for the administration meetings; providing administrative 
support and advice to the Group and governance advice to the Chair of the Group, the Chief 
Whip and other councillors; and, acting as media liaison on behalf of the Group. 
 
To provide support to the administration, operating at the interface between political 
leadership and the Council’s corporate management structure, assisting with the 
coordination, development and delivery of Cabinet priorities and decision making.  
 
Working closely with the Head of the Leader’s Office and Group Officers to research, 
evaluate and analyse issues which are of interest, relevance and importance to members of 
the Group. 
 
To establish and develop appropriate systems to communicate on behalf of the 
administration, drafting press releases and undertaking media liaison on behalf of the Group. 
The postholder will also help develop and coordinate the administration’s communications, 
including media handling, speeches, political messaging and engagement with residents and 
stakeholders. 

 

Values  

Collaborate proactively. 
Lead inclusively. 
Embrace change. 
Be bold and curious. 
Celebrate and share our success. 

 

Job specific roles and responsibilities  

 
1. To coordinate work programmes including preparing high quality briefings, 

coordinating input across services and ensuring timely progress of key decisions, 
forward planning and prioritisation.  

2. To coordinate the preparation of agendas, reports and minutes for Group meetings 
and related bodies. 



 

Version: 2.0 
Date of Job Evaluation: amended 10/06/26 

3. To take action on matters arising from Group meetings, to ensure that key actions 
are progressed and that policy developments are disseminated to Group members.  

  
4. To advise Group Officers on issues of probity and governance at such meetings as 

requested.  
  
5. To support the administration, ensuring they engage correctly and effectively with the 

democratic process and in drafting and submitting questions, motions, items and 
amendments, related to the business of committees and Full Council, liaising with the 
Governance Team (as required) to facilitate this.  
  

6. To maintain strict confidentiality on all matters arising from the work of the Group at 
all times, managing sensitive political issues, requiring sound judgment and 
awareness of reputational and organisational implications 

 
6. To undertake detailed policy research, evaluation and analysis as required, meeting 

the needs of the administration so that Group members are able to undertake their 
council duties efficiently and effectively.  
  

7. To support the administration in communicating its policies in an effective manner 
and coordinating Group motions, debates, amendments and questions at meetings 
of full Council and elsewhere.  
  

8. To monitor the Council’s decision making processes in relation to Group policies and 
progress against the Group Manifesto.  
  

9. To draft press releases and undertake media liaison on behalf of the Group as 
required, supporting the Group in communicating their activities to residents.  
  

10. To draft speeches, comments, articles and social media and prepare Councillors for 
interviews.  
  

11. To liaise with local, regional and national units of the Party.  
  

12. To assist the Executive Support Team in logging Member enquiries and directing 
them to the relevant service areas and teams.  
  

13. To support the Group with strategic policy advice on key political and legislative 
developments affecting local government more broadly.  
  

14. To attend evening and weekend meetings to fit the occasional requirements of the 
administration.  
  

15. To support Group Officers in the budgeting, management, deployment and 
monitoring of Group budgets.  

 
16. Safeguarding is everyone's responsibility and all employees are required to act in 

such a way that at all times safeguards the health and well-being of children and 
vulnerable adults.  

 
17. Undertake any other duties commensurate with the general level of responsibility of 

this post. 
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Essential Requirements (key skills & qualifications) 

 

Knowledge and Qualifications 

 

▪ Knowledge and awareness of the Brent Group Manifesto and how national Party units 
are structured.  

 

▪ A good understanding of the governance arrangements in a local authority and the 
interface between councillors and officers.  

 

▪ Knowledge of the key issues facing local government and national Party policies 
nationally.  

 

▪ An understanding of how political campaigns are formulated and conducted, in line 
with relevant electoral legislation.  

 

▪ Knowledge and awareness of the issues involved when working within a diverse 
community.  

 

Experience 

 

▪ Experience of providing detailed research, analysis and report writing on a range of 
issues.  

 

▪ Experience of administrative support, such as arranging meetings, drafting minutes 
and following up on action points.  

 

▪ Experience of dealing with processes in public bodies, political organisations or large 
organisations  

 

▪ Experience of working at a high level within an organisation or in a political 
environment.  

 

▪ Experience of working with the media and creating effective communication 
campaigns. 

 

Skills and Abilities  

 
▪ Ability to work under own initiative with minimum supervision and plan an ever-

changing work programme for the administration  
 

▪ Ability to provide insight and anticipate risks and opportunities 
 

▪ An ability to work effectively with a range of stakeholders, building effective 
relationships between key individuals.  
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▪ A creative, problem-solving mindset, able to lead complex programmes of work and 
create confidence and trust with elected members, senior leaders, partners and 
citizens.  
  

▪ Ability to produce work to a high standard, whilst working to tight deadlines and 
proactively identify priorities and political opportunities on behalf of the Group.  
  

▪ Excellent written and verbal communication skills, including the ability to prepare clear 
reports on complex issues, and an ability to prepare written material in a range of 
styles or formats (e.g. reports, briefing notes, policy documents, press releases, etc.)  
 

▪ Strong IT and digital skills, including standard office systems, email, internet, social 
media, Canva and Google applications. 
 

▪ Skills in video production and editing to support the creation of engaging digital 
content for campaigns, announcements and member communications. 
 

▪ Skills in graphic design and visual communications, with the ability to produce clear, 
accessible and on brand content for print, digital and social media channels. 
 

▪ Ability to use creative communications tools to translate complex policy and political 
messages into compelling visual and multimedia content for a range of audiences. 

 

Budget Responsibility: N/A 

Overall Headcount: N/A 

 

Within reason these key deliverables may evolve to meet service need and it is expected that 

the postholder will be flexible and adaptable in their delivery to meet both service and 

council wide needs 

 

 


