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Part 1: JOB DESCRIPTION
JOB TITLE: Executive Assistant
 
DEPARTMENTS: Corporate Services
 
TEAMS: Business Support Team                            
LOCATION: Ewell office

1. POSITION IN ORGANISATION
· Reports into: Business Support Manager 
· Line Manages: N/A
· People responsibility: N/A

2. MAIN PURPOSE OF JOB
To facilitate the efficient operation of the Executive Leadership Team by providing comprehensive support, encompassing a range of Executive Assistant and administrative responsibilities. This includes managing schedules, coordinating future plans and collaborating closely with extended Senior Leadership Groups.

This role involves the continuous maintenance of administrative support processes and procedures designed to enhance productivity for all Directorates within the organisation, while adhering to a predefined administrative service specification. 
Assisting with front-line reception administration services in the Ewell Office as required.  Some occasional out of hours/weekend attendance at events/meetings.


3. KEY RESPONSIBILITIES

ADMINISTRATION

· Prioritising the demands on the Executive Team, acting as ‘gate keeper’ when appropriate, and proactively managing their diary to ensure an appropriate balance between priorities.

· Responsible for organising their contributions to Directorate and board meetings, checking, amending and administering necessary paperwork, ensuring deadlines are communicated and met.

· Coordinating travel and other logistical arrangements for your Executive Directors, including organising venues, agendas, hospitality, branch visits and other needs as required.

· Providing coordination support to the senior management team, including planning and coordinating the SMT meetings, Directorate Meetings, key performance and business planning activities for example Risk Register and Budget Planning within the Directorate.  This activity will be achieved through close collaboration with the Business Support Team including Executive Assistants and Business Support Assistant to ensure the smooth running of the departments and effective integration with other teams.

· Dealing personally with the Executive Directors’ correspondence, progresses actions, and monitoring responses and deadlines.

· Attending specific Business Critical meetings where required and providing Minute and Administration as necessary. Includes coordinating and attending Directors of Branch Operations and Regional Director meetings.
· Administering of Company Credit Card for Department needs where necessary.

· Complete any other work as detailed within predefined service specification.

· Provide reception cover as directed by the Business Support Manager.

· Coordinating the preparation of reports and documentation for the Executive Leadership Team members including drafting presentations for delivery to internal and external audiences.

COMMUNICATION & PLANNING 

· Liaising with key stakeholders on behalf of the Executive Leadership Team members and maintaining those relationships both internal and external of Samaritans. 

· Using initiative to ensure that the Executive Leadership Team members are aware of important, urgent or sensitive issues.

· Assisting in meeting deadlines through pro-active action, timely reminders etc. 

· Pro-actively managing correspondence including emails when appropriate.
· Attending and actioning requests as discussed within Business Support Team operational meetings.
GENERAL DUTIES OF A SAMARITANS’ STAFF MEMBER 

· Contribute to the effective and efficient running of the Central Office as appropriate.
· Participate, as appropriate, in staff forums and meetings.
· Adhere to Samaritans’ policies and procedures.
· Represent the Central Office appropriately across the organisation and Samaritans to the wider community as appropriate.
· Treat all colleagues, volunteers and members of the public with dignity and work within and adhere to Samaritans’ equal opportunities statement and policies.
· Carry out reasonable requests made that are within the broad remit of the role.
Part 2: PERSON SPECIFICATION

4. SKILLS, KNOWLEDGE AND EXPERIENCE
Essential 

· Excellent written and oral communication and interpersonal skills; ability to establish and maintain positive relationships with colleagues and volunteers at all levels.
· Ability to produce clear documentation to be used by staff, volunteers, senior management.
· Knowledge of office administrational functions, facilities soft services (cleaning, telephony related services). 

· Excellent organisational skills, with a proven ability to meet deadlines.
· Good IT skills including use of MS office, particularly MS Word and Excel. Beneficial to have experience in transcription and associated AI packages. 
· Ability to work under pressure, manage competing priorities and maintain a positive and professional approach.
· Strong attention to detail.
· A high level of integrity, with experience of keeping sensitive information confidential.
· Experience of working independently and successfully as a part of a team.
Desirable 
· Experience of charitable environments
· Experience of project support or project management
Everyone who works for the Samaritans is expected to: 
· Demonstrate genuine commitment to our vision that fewer people die by suicide. 

· Promote, believe in and work within our equity, diversity and inclusion policies and procedures. 

· Value and embed the voice, insights and expertise of people with lived experience in line with our lived experience principles and polices.

· Promote and work within our safeguarding and health and safety policies and procedures. 

The nature of Samaritans service delivery model means that might be significant evening and weekend working for which time off in lieu will be given. 
Main internal contacts 

· Executive Support Manager
· Directors

· Head of Governance Risk and Compliance
· Property & Facilities Staff Members
· Customer Support 
This job description is a statement of requirements at the time of writing and is not contractual. It should not be seen as precluding future changes after appointment to this role.

Signed by employee:   _________________________  Date: _________________ 

Last updated: [DATE]
