Job Advert:
Leadership Support Officer
Employer
Sandwell Metropolitan Borough Council
Location
Council House, Freeth Street, Oldbury, West Midlands
Salary
Band E SCP 18-25 (£31,537 - £36,363 per annum)
Closing date
2 Jun 2026
Reference
SAND000009307
Sector
Local Councils, Other Public Sector organisations
Job Type
Administration / Clerical / Secretarial - inc PA
Contract Type
Permanent
Working Pattern
Standard
Hours
Full-Time

· Job Details
· Company
Job Details
Are you an organised, proactive professional with excellent communication skills and a passion for supporting senior leaders?
We are looking for a Leadership Support Officer (LSO) to provide high‑quality administrative and executive support to Service Directors within the Children and Education Directorate. This is a key role at the heart of the organisation, supporting senior management to operate effectively while ensuring professionalism, confidentiality and excellent customer service at all times.
As a Leadership Support Officer, you will:
· Provide exceptional administrative and executive support to Service Directors, ensuring their service areas run smoothly and efficiently.
· Manage complex diaries, meetings and correspondence, using initiative and sound judgement to prioritise workloads and resolve issues.
· Organise, attend and minute meetings, including those of a sensitive or confidential nature, tracking actions and ensuring follow‑up.
· Support the delivery of strategic objectives through forward planning, monitoring deadlines and coordinating information across services.
If you have:
· Experience providing high‑level administrative or executive support in a complex organisation, including diary management, meetings and correspondence.
· Excellent communication skills, both written and verbal, with the ability to engage professionally with senior officers, elected members and external stakeholders.
· Strong organisational and time‑management skills, with the ability to manage competing priorities and meet tight deadlines.
· High levels of confidentiality and discretion, with experience handling sensitive and politically sensitive information appropriately.
· Advanced IT skills, including Microsoft Outlook, Word, Excel, PowerPoint and digital collaboration tools such as Teams and SharePoint.  
Then we would love to hear from you!
Closing date: 2 June 2026
Please submit a CV and supporting statement to Clair_Norton@sandwell.gov.uk before the closing date.
We reserve the right to close vacancies prior to their advertised date if we receive a large number of applications. Therefore, you are strongly advised to submit your CV as soon as possible. When submitting your CV and supporting statement, please refer to the supporting documents attached.
If you are an internal candidate and currently at risk, please let the recruiting manager know.
If you wish to apply as Care Leaver or a Disability Confident candidate, please make sure to state this when submitting your CV.
If you have a disability and require assistance in submitting your CV, please contact (Clair_norton@sandwell.gov.uk)
For more information about working for Sandwell Council, our recruitment process and our offer to you please visit https://www.sandwell.gov.uk/counciljobs
Click here to find out more about our One Team Framework: Values and Behaviours
https://www.sandwell.gov.uk/WeAreSandwell/council/story
​ #WeAreSandwell
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CV:

Abbas Abbas
B69 2DY - 07931 721 364 - abbas1981@hotmail.co.uk

Profile

A highly motivated and practical individual, adaptable and inventive among a strong varied and unique skill set. As current undergraduate studying business skills, I am gaining confidence in administration and digital skills to compliment my strong leadership, coaching and communication skills.   I thrive on challenge and push myself to achieve more, high paced environments and team work offer me opportunities to make the most impact. 

Employment history



Sandwell Council, Housing Hub Officer								
Feb 2026 – Present day
· Delivered front-line housing support for residents across multiple council locations, handling enquiries face-to-face, by telephone, and via shared inbox communications to ensure resident needs were resolved efficiently. 
· Managed a wide range of housing casework including housing bidding applications, medical appeal checks, homelessness referrals, anti-social behaviour logging, property terminations, and garage terminations in line with council procedures and policies. 
· Supported vulnerable residents by providing guidance on housing services, assessing housing-related concerns, and coordinating referrals to appropriate council departments and support services. 
· Maintained accurate case records and processed housing administration tasks using systems including Open Housing, Service Job Manager, and EDMS, ensuring compliance with data handling and public sector service standards.


Flex Driver, Amazon									March 2023 – Jan 2026
· Complete on-time deliveries by choosing the most efficient routes in high-congested areas, verifying delivery instructions for individual addresses. 
· Assessing vehicle safety, undertaking inspections daily and loading the vehicle to standard and organise and securing items to prevent damage

[bookmark: _Hlk171868121]Assistant Social Worker, Stoke on Trent City Council				March 2025 – April 2025
· Provided support and assistance to social workers undertaking assessments, managing and implementing children’s care plans to achieve the best outcomes.
· Contributed and supported colleagues within parenting assessments, risk assessment and single assessments as directed by the practice manager
· Work closely with our Supporting Families Service and a range of community-based services and agencies within the City of Stoke
· Coordinated the team around the child to ensure a multi-disciplinary approach to safeguarding, as well as Assessment, Planning, Implementation and Review

Care Giver, 	Independent volunteer, 						Jan 2022 – Dec 2023
· Dedicated and compassionate caregiver, I provided personalized support to an individual, ensuring their physical, emotional, and social needs were met. Key responsibilities included:
· Managed medication schedules, ensuring timely administration and adherence to prescribed guidelines to maintain the health and well-being of the client.
· Planned and organized engaging activities that catered to the individual interests and abilities of clients, fostering social interaction and mental stimulation.
· Maintained detailed records of care provided, including observations about client health and behaviours, facilitating effective communication with family members and healthcare professionals.

Resident Support Worker, Accalia Care 						Mar 2021 – Jan 2022
· Developed professional relations with young people to develop independence and life skills, 
· Communicate effectively with other team members and maintain good working relationships.  relaying support related information to wider care network. 
· Deescalated aggressive, violent, and challenging behaviour from the residents, leading with positive reinforcement and working through their strong emotions to resolutions. 

Resident Support Worker, Ivory Cottage Nuneaton / Kenilworth			Sept 2020 – Feb 2021
· [bookmark: _Hlk154584138]Supervised children including 1:1 or 2:1 sessions, keeping accurate, factual, and legible written records 
· Protect and safeguard children from harm both inside and outside of the home environment, treated children with respect and dignity in a way that promotes feelings of trust and safety. 
· Maintained safe compliance with Health and Safety and other legal requirement, undertaking environment that domestic tasks such as shopping, food preparation, cooking, and cleaning.  
· Promoted the healthy development and adjustment of children in care, administered first aid to injured children.   

Cook, Resident Support Worker, The Priory Group, Birmingham 		Dec 2019 - July 2020
The role developed as the residents expressed interest in food and as relationships developed
· Offering sensory experiences, encouraging involvement and hands on practical involvement and advocating for engagement and giving control and choice to residents. 
· Providing a positive male role model, listening to their concerns and providing a free space for the young people to mingle and converse, building relationships and facilitating events, outings, trips, and activities as per the needs of the residents. 
· Trusted with sensitive and confidential information, safeguarding and data protection. 

Chef Consultant, Barbeku Restaurant						Jun 2018 - Dec 2019
· Created a modern Turkish Cuisine in the heart of the Walsall community in Birmingham, offering freshly cooked platters to large private dining bookings. 
· Designing the kitchen layout and the restaurant, buying and setting up equipment, installing state-of-the-art tills and creating systems to work for the staff and the business.  

Chef Owner, Captain Café, Halesowen							Dec 2016 – Jun 2018
· Achieved a five-star award from the Food Standards Agency for my carefully designed menu, as well as the health and safety which I created. 
· Awarded the Eat Out Eat Well Award for promoting and encouraging healthy food choices 
· Worked with Sandwell Council to promote healthy eating in local schools. I completed a demonstration with over 700 children from nursery to year 6 by showing them the importance of having five a day. 

	 


Education/Qualifications
	
Certificate In Higher Education Business Skills for the Workplace						July 2026 (Due)		
	University of Wales Trinity Saint David, Birmingham 	

Team Teach Level 2 / Price training level 2
English and Math’s Functional Skills Level 2.
QCF Level 3 Diploma for Residential Childcare.
QCF Level 4 Children, Young People and Families Practitioner.

West Thames College,								Jun 1997
· NVQ Level 2 Serving Food and Drink Table
· NVQ Level 2 Catering Food and Preparation 
· NVQ Level 3 Kitchen, Larder, Pastry and Food Hygiene 

· GCSEs, Acton High School,							Jun 1995






Mr Abbas Abbas
									76 Dingle Street
									 Oldbury
									  B69 2DY
Sandwell Council House                                                                   
Freeth Street
PO Box 2374
Oldbury
B69 3DE  									

Dear Recruiting Manager,                                                                           
                                  Application for the Leadership support officer
I am writing to apply for the Leadership Support Officer position within Sandwell Metropolitan Borough Council. With current experience working within Sandwell Council as a Housing Hub Officer, alongside previous experience across social care, safeguarding, customer service, and administration-based roles, I believe I have the skills, professionalism, and organisational ability required to successfully support senior leaders within this position.
In my current role as a Housing Hub Officer, I provide front-line support to residents across multiple council locations while managing a high volume of enquiries through telephone, face-to-face, and digital communication channels. I regularly deal with sensitive and confidential matters including homelessness referrals, anti-social behaviour cases, medical appeals, tenancy matters, and resident concerns. This role has strengthened my ability to prioritise workloads, work under pressure, maintain professionalism, and communicate effectively with a wide range of stakeholders.
I have developed strong administrative and organisational skills through managing shared inboxes, maintaining accurate records, processing documentation, coordinating information between services, and ensuring deadlines are consistently met. I am experienced in using multiple digital systems including Open Housing, EDMS, Service Job Manager, Microsoft Outlook, Word, Teams, and Excel. I understand the importance of maintaining accurate records, confidentiality, and providing efficient administrative support within a busy local authority environment.
My current experience has further strengthened my communication, safeguarding, and relationship-building skills. Working alongside multidisciplinary teams, external agencies, managers, and vulnerable individuals has taught me the importance of discretion, accountability, empathy, and teamwork. I am confident dealing with difficult situations professionally while remaining calm, organised, and solution focused.
Alongside my practical experience, I am currently completing a Certificate in Higher Education in Business Skills for the Workplace, which is further developing my knowledge of administration, communication, digital systems, and organisational processes. I am highly motivated, adaptable, and eager to continue progressing within Sandwell Council.
I am particularly interested in this role because it offers the opportunity to contribute directly to senior leadership support within the Council while continuing to develop my administrative and professional skills. Sandwell Council’s values of being customer focused, inclusive, ambitious, accountable, and working as One Team strongly align with my own approach to work and public service.
I would welcome the opportunity to further discuss my suitability for the role and how my experience can contribute positively to the Executive Support Team.
Yours sincerely,
Abbas Abbas
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