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Job Title:  Executive Assistant to CEO 

Service/Division: Business Services Unit 

Reporting to:  Chief Executive Officer 

Direct reports:  None 

Salary:   £30,000 - £35,000 

Hours: 35 hours per week (some working from home) 

Location:  Hammersmith 

Contract Type:  Permanent 

 
This post is open to female applicants only as this is deemed a genuine occupational requirement under Schedule 
9, Paragraph 1 of the Equality Act 2010. 

Advance is committed to equality and diversity and strongly encourages applications from women with diverse 
backgrounds, including those with disabilities, BAME and LBT communities. 

Job Summary 

The Executive Support Officer will provide support and assistance to the CEO. She will ensure a high standard 
of professional support is provided and administrative systems are established and maintained, to ensure the 
CEO is able to maximise use of her time to efficiently lead the organisation. Excellent communication and 
organisational skills, strong organisational skills, strong IT skills and a proactive approach, will enable the post-
holder to deal with internal and external communications, produce high-quality written work, organise and 
process information and co-ordinate meetings and events.  

Key Responsibilities and Duties  

Provide administrative support to the CEO (and senior management team as needed) including organising and 

scheduling meetings, managing the CEO’s diary, the production of high-quality minutes of meetings, 

photocopying, and set up and maintain electronic and paper filing systems, ensuring a consistent approach.  

 

Ensure all information and papers relating to the CEO’s meetings are provided in advance in a well ordered 

manner, and ensure she is suitably briefed for appointments and meetings.  

 

Sort, screen and prioritise incoming mail (post, email) and calls, and ensure all enquiries and correspondence 

are dealt with promptly and efficiently, on behalf of the CEO.  

 

Compile information and support the CEO to prepare for Board, management and other meetings, and record, 

transcribe and distribute minutes within agreed timescales where necessary.  

 

Utilise a variety of software packages to draft letters, reports, briefings, presentations and documents and 

maintain spreadsheets and databases as required (including using Word, Excel and PowerPoint). 
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Communicate and build relationships with external stakeholders, ensure visitors are welcomed into a friendly 

and professional environment and that Advance is presented in a professional manner to all coming into contact 

with the organisation. Provide holiday and lunch hour cover for the Office Manager and Head Office main 

number, if needed.  

 

Manage and maintain a database of key contacts pertinent to the CEO’s role (e.g., agencies, potential donors, 

press, politicians and councillors) across all areas of operation.  

 

Working as part of the Business Services team, liaise with staff at all levels, and collaborate with the 

administrator, data analyst, contractors and managers to deliver efficient support, as directed.  

 

Be responsible for your own personal learning development and keep up to date on research, relevant 

legislation, policy and practice, and other literature relevant to the role.  

 

Participate in supervision, training and meetings as required, and assist in the development of services in line 

with agreed development plans. 

General Information  

Performance and Quality: Ensure all work undertaken is aligned to the service/division’s annual plan and that 
all policies, processes and guidance notes are up to date and in line with best practice/current legislation. 

Policies and procedure: Ensure the effective implementation of Advance’s Safeguarding, Health & Safety, 
Equality and Diversity and other policies and procedures and uphold the core values of Advance.  

Equality and diversity: Advance aims to create and sustain an inclusive work environment which provides 
equality of opportunity for everyone and reflects the diversity of the communities we serve.  The postholder is 
required to uphold the Equality and Diversity policy and comply with the code of conduct which sets out our 
standards of behaviour towards those who use our services or work within them.  

Confidentiality: The post holder must ensure that any information relating to employees, service users, and 
volunteers (future, current and past) is treated in strictest confidence and must be discussed only within the 
confines of the work setting with the appropriate members of the team or manager.  

This job description sets out the duties of the post at the time when it was drawn up and will be reviewed from 
time to time. Duties may vary from time to time without changing the general character of the duties or the level 
of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a 
reconsideration of the grading of the post 
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PERSON SPECIFICATION:  

E= Essential and D = Desirable  

KNOWLEDGE AND QUALIFICATIONS 

Undergraduate degree or equivalent qualification D 

Excellent knowledge of Microsoft Office suite including Outlook, Word, Excel and PowerPoint and 

database entry 

E 

EXPERIENCE 

Experience of at least 2 years providing personal assistant support at a senior level, and of maintaining 

and implementing effective systems 

E 

Experience of multi-tasking and prioritising within a high-pressure work environment, managing 

competing demands 

E 

Arranging meetings and effective minute taking E 

Organising and supporting management of emails, post and other information to support the CEO 

effectively 

E 

Effectively communicating across a medium sized organisation with many sites and ensuring coordinated 

communication at all levels 

E 

Working independently and to deadline E 

Experience of working in the voluntary sector, preferably within women’s services D 

TECHNIAL/WORK BASED SKILLS 

Excellent organisational skills and ability to prioritise and manage workloads effectively E 

Excellent interpersonal skills and to communicate well with a range of professionals; confident liaising at 

all levels 

E 

The ability to write clearly and concisely, with strong written and verbal English E 

Excellent communication skills and an understanding of the communication methods and system which 

support a strong media and regional profile for the organisation 

D 

Understanding of design, production and print costs and event organisation and management D 

The ability to work well within a team and on her own initiative E 

Ability to handle confidential matters with utmost discretion E 

GENERAL SKILLS AND ATTRIBUTES 

Committed to Advance’s charity ethos and key values which are Listen and Support, Empower, Innovate, 

Collaborate, Quality and Accountability 

E 
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Helpful and calm, with a proactive and positive approach to work E 

Clear boundaries, adaptable and able to work with minimum supervision E 

Demonstrable multicultural skills and variable approaches to equity, diversity and inclusion E 

A pro-active approach and willingness to develop strong working relationships with staff at all levels to 

engender a coordinated approach to communication 

E 

 

 

 

Advance is committed to safeguarding and creating a culture of zero-tolerance of harm and expects all staff, 

including volunteers to share this commitment. We believe all individuals have the right to live their life free 

from violence and abuse and the right to feel and be safe.  We have a suite of safeguarding policies, procedures 

and practice guidance, accessible to all staff, which promotes safeguarding and safer working practices across 

all our services and activities. When we recruit staff, we follow rigorous safer recruitment practices, this involves 

carrying out pre-employment checks including references, Disclosure and Barring Service (DBS) checks, and 

identity checks.  We ensure all staff undertake mandatory safeguarding training relevant to their role and 

responsibilities, to empower them to be competent and feel confident in recognising and responding 

appropriately to safeguarding issues and promote wellbeing.  


