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Job Description
JOB TITLE:
PA to Chief Executive 

HOURS OF WORK:
30 hours per week 
SALARY:
NJC 15-18 (£22,911-£24,313 pro rata at 30 hours per week)
PLACE OF WORK:
The Vassall Centre, Gill Avenue, Fishponds, Bristol BS16 2QQ

RESPONSIBLE TO:
Chief Executive
Aims of the Post:                       
1. Deliver highly organised and proactive support to the role of Chief Executive.

2. Communicate effectively with partners, stakeholders and their PA’s on behalf of the Chief Executive.

3. Manage all elements of the diary and schedule of the Chief Executive.

4. As part of the staff team, engage with other tasks as required.
Main tasks:

1. Organised and Proactive Support


1.1 Proactively and flexibly support the CEO with daily tasks
1.2 Provide support with internal organisational processes, such as arranging whole staff meetings or scheduling 1:1’s
1.3 Provide support to the CEO around Board meetings, for example by coordinating report production and scheduling communications with the Board
1.4 Provide administrative support, including note taking, in some meetings including the Board meeting
1.5 Process any letters or other correspondence

1.6 Provide back up support for Business Support Team, on occasion, including by taking phone calls via front desk
1.7 Welcome visitors on behalf of the CEO, and offer refreshments
1.8 Liaise with front of house staff to support data input into organisational database on behalf of the CEO
1.9 Booking transport, accommodation and travel arrangements on behalf of the CEO
1.10 Filing paperwork, shredding confidential documents and overseeing a filing system for contracts
1.11 Occasional support at meetings, for example by providing note taking support


2. Communicating with Partners
2.1 Act as a friendly point of first contact for partners wishing to engage with the CEO
2.2 Respond promptly and efficiently to basic enquiries from other organisations, project partners and the general public

2.3 Provide information in response to queries, such as a request for venue details for a planning meeting with the CEO
2.4 Follow-up on contacts generated by the CEO in meetings and conferences
2.5 Provide acknowledgements to partners when communication is received, and support the CEO to effectively schedule responses within reasonable timeframes
2.6 Support with the administration of communications for partners and staff, including social media messaging and other briefings
3. Diary and Schedule Management
3.1 Oversee and schedule all meetings on behalf of the CEO
3.2 Ensure venue, paperwork and other details are captured effectively

3.3 Produce printed paperwork packs when required
3.4 Work with the CEO to develop an understanding of how to prioritise requests based on relevance, importance and other factors
3.5 When required, access and support the management of the CEO’s emails – particularly emails relating to meetings and other commitments
3.6 Support the CEO to produce weekly schedules to manage time demands
3.7 Be responsible for rescheduling, cancelling or changing commitments as necessary

4. Other tasks
4.1 To work within The Care Forum’s code of confidentiality 
4.2 Act at all times as a positive and proactive ambassador for The Care Forum and 
all its services
4.3 Work within and demonstrate a strong commitment to the aims and objectives, key values, anti-discriminatory and equal opportunities framework, and other 
policies of The Care Forum 
4.4 Work within the wider staff team of The Care Forum, attend staff meetings and participate in training opportunities appropriate to the post
4.5 Be motivated and flexible and use your organisational skills to plan 
your own workload within the priorities and goals set by your manager
4.6 Be aware of priorities in own work and those of the wider organisation in order to be flexible to meet the overall needs of the organization
4.7 This job description is an outline of the main duties of your post, and you may be asked to undertake other work consistent with your role
Travel as required in connection with this post. 
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Information and Systems Administrator

Person Specification
	
	
	Essential criteria

	1. 
	Experience 
	Dealing with daily correspondence and communications

	2. 
	
	Working in a busy office environment, using office and admin systems, filing and maintaining records

	3. 
	
	Significant experience of diary management, via MS Outlook

	4. 
	
	Organising meetings

	5. 
	
	Working in a setting which requires confident engagement with staff at a variety of levels of seniority

	6. 
	
	Booking services and making payments

	7. 
	
	Working for an employer which requires adherence to organisational policies

	8. 
	
	(Desirable) Providing PA support to a CEO, Director or Manager of a health and social care organisation

	9. 
	Skills
	Excellent IT skills particularly including: Outlook diary management, Word processing, Outlook email management, databases and social media

	10. 
	
	A very high level of organisational, planning and prioritisation skills

	11. 
	
	Ability to communicate with others effectively and to deal with 
difficult callers

	12. 
	
	Excellent communications skills both written and verbal

	13. 
	
	Ability to troubleshoot and proactively deal with issues that arise, sometimes at short notice

	14. 
	
	Ability to work unsupervised

	15. 
	
	Minute / note taking

	16. 
	
	High level of accuracy and excellent attention to detail

	17. 
	
	Ability to interact effectively and appropriately with a wide range of partners, staff and volunteers from a variety of backgrounds

	18. 
	Knowledge
	An understanding of basic health and social care structures

	19. 
	
	A basic understanding of the governance relating to boards of trustees within the voluntary sector

	20. 
	
	An understanding of best practice relating to handling of personal information and adherence to data protection requirements (GDPR)

	21. 
	
	(Desirable) An understanding of management structures within health and social care organisations

	22. 
	Personal
	Strong commitment to equalities and non-discriminatory practice

	23. 
	
	Willingness to occasionally travel to meetings
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