Job Description

Job Title	Executive Secretary				
For Chief Operations Officer and Director of Operations - Learning Disability & Autism

Dept:		Executive Secretariat.	
		
	
1. Main Purpose of Job

To provide secretarial support to the Chief Operations Officer, the Director of Operations - Learning Disability & Autism and administration support to their teams as required.

To support the Executive Assistant with particular projects and also to cover for any absence within the Executive Secretariat Team.

2. Scope of Job

The post holder is expected to work on his/her own initiative to prioritise and manage tasks.

The key activities for this role are highlighted on the attached appendix and these include:-

Responding to calls, correspondence and e-mails on behalf of the Chief Operations Officer and the Regional Operations Director as required, offering a friendly and professional response, establishing and maintaining good relationships with all contacts.

Organising papers, reports and other relevant information, as required, to ensure the Directors have everything needed in advance of meetings.

Diary Management

Finance
Including managing and reconciling Corporate Credit Cards and expenses.

Arranging travel and accommodation.

To proactively assist in servicing the Choice Support committee process and other strategic meetings, this will involve co-ordinating, producing and distributing accurate minutes and highlighting any actions required by those responsible.   

To manage and co-ordinate corporate events and conferences on behalf of the Chief Operations Officer and the Regional Operations Director.  

To lead on specific projects as required. 

Occasional evening and weekend work required to attend meetings/events.




3. Responsibility for others

Has no formal or informal responsibility for supervising others but may be asked to demonstrate or explain a practice or process to a new member of the team or to share knowledge with others as requested.  e.g. Assist with demonstrating Microsoft Office packages etc.

4. Problem Solving

The post holder will demonstrate initiative in responding to enquiries both externally and internally. She/he will be expected to clearly define and continuously improve administrative systems.

Required to work unsupervised on routine work and more complex tasks.

5. Resources

Access to information of a highly confidential nature regarding the business. 

Responsibility for a Corporate Credit Card (One Card).

Responsible for creating and maintaining reports, and for sending varied and often complex communications on behalf of the Directors. 

Establish, maintain and develop administrative and recording systems to ensure compliance with our policies and procedures.

6. Influence/Impact

The post holder will undertake a wide range of tasks on behalf of very senior staff with confidence and professionalism.  This will involve direct contact and communication with internal departments, external agencies, parents/carers and people who use the services, directly affecting the reputation of the organisation.


Signature of Job Holder				


Signature of Immediate Line Manager




Job Title: Assistant Executive Secretary

The Right Person for the Job (person specification)
	Criteria
	Essential

	
Qualifications



	
NVQ Business Administration qualification or equivalent or above or relevant experience for the role.

Own transport required.


	
Demonstrable
Knowledge
	
The post holder must demonstrate an understanding of

· Choice Support Values
· Health and Safety
· Best practice 
· Safeguarding 
· Microsoft Office systems 
· Accurate minute taking and meeting facilitation
· Confidentiality and security of documentation and computerised information


	
Skills/
Experience


	
· Secretarial experience at senior level
· Excellent interpersonal skills
· Good verbal and written communication skills.
· Excellent organisational skills
· IT Skills – including Microsoft Office and Outlook.
·  Analytical skills
· Event management skills
· Report writing 


	
Personal attributes




	
· Reliable
· Honest
· Helpful
· Flexible
· Creative and innovative 
· Able to take initiative
· Resourceful
· Team player
· Respectful
· Understanding and empathetic
· Willingness to learn








	Task
	Secretary/Office Manager/Senior Administrator

	
	

	Screen incoming calls
	1. 

	Respond to incoming enquiries
	1. 

	Answer high level/complex enquiries- often external
	1. 

	Respond to complex calls on behalf of manager
	1. 

	Manage/open/distribute post
	1. 

	Arrange travel requirements
	1. 

	Manage and co-ordinate events and conferences
	1. 

	Assist with large corporate events
	1. 

	Arrange meetings, virtually and face to face
	1. 

	Book rooms
	1. 

	Arrange refreshments
	1. 

	Scheduling of rooms
	1. 

	Filing/Archiving
	1. 

	Photocopying and binding
	1. 

	Order stationery
	1. 

	Coordinate deliveries
	1. 

	Maintain office equipment
	1. 

	Devise and update office systems
	1. 

	Update notice boards etc
	1. 

	Update of contact lists
	1. 

	Book external conferences
	1. 

	Minute taking
	1. 

	Compose memos, labels, simple letters
	1. 

	Draft more complex letters
	1. 

	Produce the work of others using software packages
	1. 

	Produce complex work of others using software packages
	1. 

	Produce and update spreadsheets
	1. 

	Maintain and update websites and internal databases
	1. 

	Arrange communication between team members
	1. 

	Work closely with senior managers
	1. 

	Liaise with external contacts
	1. 

	Manage and organise diaries of the Senior Managers
	1. 

	Research on behalf of team/manager
	1. 

	Produce reports sometimes of a complex nature
	1. 

	Organise papers for key meetings eg Board Meetings, Strategy groups, Union meetings
	1. 

	Prepare manager for meetings
	1. 

	Coordination and implementation of office/team procedures
	1. 

	Ownership and administration of projects
	1. 

	Invoice processing
	1. 

	Maintain budgetary/statistical information 
	1. 

	Manage One Card
	1. 

	Demonstrate or explain practices/processes to a new member of the team or to share knowledge with others as requested and oversee volunteers
	1. 



The list of tasks is designed to show the type of activity that may be performed but is not intended to be exhaustive, nor inflexible. 
