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JOB DESCRIPTION

Role Title:

PA to Founder/CEO 
Department:

NGM
Responsible to:
General Manager

Location:

Caedmon Complex, Thornbury, Bristol
The Context

ngm is a community of creatives journeying together who are passionate for God and the arts for the benefit of the world.  We exist to see lives transformed through conferences, events, innovative training and resourcing churches and other communities through artists, communicators, worship leaders, musicals and the many resources we produce. ngm is a community who are passionate for God and love each other.  ngm is based in Thornbury, Bristol at Caedmon Complex our specialist performing arts venue.  
Purpose of the Role:  To work under the supervision of the General Manager to provide personal assistance through efficient secretarial and administrative support to the ngm Founder/CEO. To be part of the Team that provides support administrative support for the Founder/CEO and General Manager and to be part of the Spiritual Health Weekend team. The role involves supporting specific projects as well as day-to-day administration and requires a broad range of office skills. The role involves working closely with the Founder/CEO.  There may also be some work outside normal office hours when assistance at NGM events may be needed. 
Key Responsibilities and Accountabilities
PA to CEO
· Providing personal assistance through secretarial and administrative support for all areas of the Founder/CEO’s work.  (This covers a wide variety of projects as well as day to day administration).

· Providing additional secretarial and administrative support to the General Manager when needed. 

· Organising meetings, circulating agendas and producing minutes as required. 
· Answering and making phone calls on behalf of the Founder/CEO and General Manager when requested. 
· Typing general correspondence and filing. 

· Administrating the bookings for the Spiritual Health Weekend (with assistance from other Team members) 

· Coordinating mail-outs 

· Data entry and compiling mailing and contacts lists as delegated. 

· Making travel arrangements for the Founder/CEO and General Manager as necessary. 

· Providing some basic Human Resources functions including compiling and distributing application packs, making interview arrangements, sending recruitment correspondence and making personnel folders for incoming staff. 

· Assisting at NGM events when necessary. 

· Assisting administrating other areas of ngm when delegated.  

· Ensuring good practice is followed in respect of ngm’s general policies – Health & Safety and Equal Opportunities.  
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