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Location: London (hybrid)
Contract type: Full time / permanent
Reporting to: Deputy Executive Director 
Salary range: Depending on experience and skills 

Job Description - Personal Assistant 

Inter Mediate (IM) is a London-based independent peacemaking organisation working discreetly at the highest political levels to support complex negotiations and conflict resolution in some of the world’s most challenging conflicts. 

The role of Personal Assistant is primarily to provide support to the Executive Director (ED) and Deputy Executive Director (DED) to enable them to focus on the overall direction, management and administration of all aspects of Inter Mediate’s (IM’s) work. The role entails working across time-zones and therefore ability and willingness to be flexible around working times is essential. 

Specific Responsibilities

Maintaining strict confidentiality, the Personal Assistant is responsible for supporting the ED and DED by: 

· Managing their diaries – being flexible and accommodating but also being able to negotiate when dealing with external diaries (Ambassadors/HLI etc);
· Maintaining their calendars, including scheduling meetings and appointments, speaking engagements and travel. Exercising discretion in committing time and evaluating needs;
· Making travel arrangements and handling travel itineraries for complex national and international travel, hotels and transfers, ensuring every detail is meticulously managed;
· Handling correspondence; preparing time-sheets, expenses, invoices and other administrative requirements.
· Other general assistance to the organisation as requested by the ED and DED

Person Specification - Minimum Qualifications, Skills and Experience

· At least 4 years of relevant experience in a similar capacity;

· Able and willing to work in a fast-paced environment and to be flexible in many different situations; 

· Excellent people skills with high emotional intelligence and evidence of strong cross-cultural interpersonal skills;

· Excellent written and spoken English and an ability to produce high-quality content at speed and to a deadline;

· Ability to operate successfully in high pressure, sensitive political environments and provide support to high-level leaders and diplomats; 

· Exceptional organisational and diary management skills;

· Quick-thinking, with excellent attention to detail and problem-solving skills

· Good numerical ability;

· Ability to stay organised and calm under pressure

· Flexibility and adaptability to support the smooth running of a small team, and willingness to take an “all-hands-on-deck” approach when required. 

Desirable

·  Experience working in an international organisation or comparable institution; 

· A keen interest in international relations and politics;
 
· Field experience within conflict settings;

· Relevant additional language skills.
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