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Job Title
Executive Personal Assistant 
Job Status

Full time position
Salary Range
£21,000- £26,999
Reporting
Chief Executive Officer
Key Relationships

	Internal
	External

	CEO
	Local Businesses

	Business Director & Education Director
	Partner Organisations and Stakeholders

	Board of Directors
	Suppliers

	Colleagues
	


Supervisory Responsibilities

None
Main Duties & Tasks 
As the Executive PA, the role is to support the CEO, Business Director and Education Director and undertake a range of tasks that include: 
· Diary management with responsibility for ensuring that the leadership team’s time is spent in line with the objectives of the business.
· Working with CEO to ensure patrons, members, stakeholder, and partner meetings are planned in advance, with clear agendas, and expectations of the meeting set.

· Writing up minutes of Board, Committee and SMT meetings and following up to ensure all actions are completed in a timely manner.
· Working with SMT to ensure Board Reports are completed and distributed in accordance with deadlines.
· Attending client meetings with the CEO and Directors as and when required to take minutes and record actions.

· Uploading onto the CRM system all CEO communication activity with customers and partners.

· CEO inbox management

· Being the Health and Safety lead for the organisation, ensuring the business remains compliant at all times.

· Leading on office management and ensuring a professional working environment for all colleagues.

· Sourcing meeting rooms and equipment for the leadership team and colleagues as required.

· Booking travel and accommodation when required for the CEO and leadership team.

· Supporting the Company Secretary and colleagues with all activities associated with the AGM.
· Managing relationships with a number of suppliers.
· Supporting the payroll process.
· Monitoring and recording all sickness, absence and annual leave.

· Providing HR admin support where required.
· Managing the on- boarding process for new starters, including induction to the office, IT, intro to systems and company policies. 

· Undertaking any additional administrative duties required by the business.

· Adhering to all policies and procedures at all times.
Key Performance Indicators 
	· Achieve all monthly tasks set out by the CEO and Directors.
· Ensure the board Report is accurately completed and distributed at least one week ahead of every scheduled meeting.

· Ensure Board minutes are accurately produced and distributed within one week of the meeting taking place.

· Ensure that the CEO and Directors’ diaries reflect the priorities of the business.

· Ensure SMT meeting agendas are collated 24hrs ahead of meetings and actions shared within 24hrs also.

· Ensure all colleagues have access to the equipment they need to deliver their roles effectively.

· Ensure full health and safety compliance at all times.

Additional KPI’s and tasks may be agreed and added from time to time according to business needs.


	Segregation of Duties
Duties and areas of responsibility shall be segregated to reduce opportunities for unauthorised or unintentional modification or misuse of the organisation’s assets.  In terms of Business Support work the three areas are “Identification”, “Audit” and “Claim”.  No one person can undertake two consecutive tasks.


Signed (Job Holder): _________________________________
Date: __________
Signed (Line Manager) : ______________________________ 
Date: __________

Please return a signed copy to the HR Representative and retain one for your information.
This description is a general statement of required major duties and responsibilities performed on a regular and continuous basis. It does not exclude other duties as assigned
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