Personal Assistant to Chief Executive

POST TITLE:

Personal Assistant to the Chief Executive
1  BASE
Women’s Aid Leicestershire Ltd, Leicester

2  SALARY

 NJC Scale 5

3  HOURS OF WORK
25 hours per week., Monday – Friday .Some evenings and weekend work may be required from time to time.
5
KEY RESPONSIBILITIES
Direct support to the Executive Team
· Using shared Outlook ‘calendar’ to manage the Chief Executive’s  and Head of Operation’s diaries, including making appointments, arranging meetings and keeping the schedule manageable and feasible. Also preparing for such meetings, including printing off emailed papers, directions etc.
· Through access to the Chief Executive’s personal email account – to monitor all incoming emails and deal directly with as many as possible. This includes alerting her to any that require immediate attention, deleting rubbish, responding to straightforward requests, arranging meetings and drafting replies for the Chief Executive’s approval where appropriate.

4  MAIN TASK
To run the Chief Executive’s Office and assist her in her role of leading WALL so that we fulfil our purpose of  improving  the lives of victims affected by all forms of domestic abuse and sexual violence and maintaining strict confidentiality of Refuges.
· Making travel arrangements, booking tickets, reviewing the diary to make the best use of the Chief Executive’s time.

· To respond to all incoming telephone calls for the Executive Team, to deal with what arises as much as possible and give clear full messages to the Chief Executive and Head of Operations where necessary.
· To monitor the incoming post for the Chief Executive and to deal with what it contains as much as possible.

· Through the use of shared Outlook ‘tasks’ to undertake and report on the progress of administrative or research tasks requested by the Chief Executive 

· To keep the Chief Executive’s IT files up to date including contacts, documents etc

· Minor tasks, such as routine typing, filing, meeting and greeting guests, preparing tea and coffee etc.

Managing Meetings and Minute Taking
· To be responsible for the smooth running of the bi-monthly Trustees Meetings, the Monthly Executive/Senior Team Meetings and the  Finance Committee meetings.

· This includes setting an annual calendar for the charity, booking and setting up rooms and refreshments, compiling draft agendas, compiling, binding and circulating papers, taking minutes, sending out all the necessary papers promptly both before and after the meeting.

· To keep an eye on actions falling to the Chief Executive from these meetings and ensuring that these are programmed into her calendar

· To take lead responsibility for the organisation of Staff Quarterly Meetings.

Office administration/Website 

· There are a number of processes which need to be attended to on a regular basis. These include recording Senior Team annual leave and sickness, keeping all personnel files up to date and liaising with HR Provider, forwarding selected emails on, updating website etc.

Occasional work for the Trustees
· Arrange for legal documents to be signed by Trustees when necessary

· On occasion the Chair and or the Treasurer may need administrative support for the work they are doing for WALL. On the rare occasions that this arises, it falls to the Chief Executive’s PA.

6.
Line management relationship 

· Post holder will be line managed by the Chief Executive
PERSON SPECIFICATION:

Personal Assistant to Chief Executive
	Category
	Essential Requirements
	Desirable Requirements
	Method of Assessment

	Qualifications


	GCSE in English and Maths (Grade C and above)


	NVQ Level 2 and above in computer literacy (CLAIT etc,)


	Application Form & copies of certificates taken

	Experience 


	Experience of using Microsoft Outlook, Word, Excel and Access, Internet & Email
 Successful experience in senior administration or PA role for at least 2 years.
Experience of  servicing committees, including minute-taking

Experience of dealing directly and by telephone with the public


	Experience of working in the voluntary sector


	Application Form, Interview and References



	Knowledge and Skills
	Working knowledge of equality and diversity

Ability to work in a non-discriminative way, and promote equality of opportunity

Able to work on own initiative and as part of a team

Able to meet deadlines under pressure

Ability to problem solve

Very good written English, with ability to draft correspondence and agendas
Excellent organisational ability and time management skills
Experience of organising meetings
Able to keep confidentiality
Good telephone manner
Ability to listen to discussions and turn them into a summary ‘minute’

Good listening skills and a diplomatic manner with staff at all levels
Attention to detail

	Understand funding arrangements within the voluntary sector 


	Application Form, Interview,  References & Test



	Personal Attributes


	Ability to work under pressure and cope with the stress of others

Reliable and a good timekeeper


	
	References



	Other Requirements


	These posts are exempt from the Rehabilitation of Offenders Act 1976 under (Exemption Amendments Order 1986)

Able to work to Policies and Procedures

Available to work regular evenings and occasional weekends

A willingness to be flexible and adapt to changing needs
	Full Driving Licence and access to own transport for work
	CRB Application

ID Documents

References
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