
Job description: Senior Leadership Executive Assistant 

Duration:  

Salary:  

Location:

Reporting to:

Department:

Key working relationships:

 

 

Purpose of the job 

Why work at UK Youth?  

 

Key responsibilities 

• 



• 

• 

• 

• 

• 

• 

• 

 

Other areas of responsibility 
 

• 

Core Competencies: behaviours and expectations 
 

  

• 

• 

 

•  

• 

  

•   

• .

• 

 

 



Person specification: 
 

Experience 

• 

• 

• 

• 

Knowledge, skills and understanding  

• 

• 

• 

• 

• 

Personal qualities  

• 

• 

 


