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JOB DESCRIPTION


	Job Title:
	Personal Assistant to the Chief Executive

	Category of Staff:
	Employee

	Grade:
	5

	Reporting to job title:
	Chief Executive with a dotted line report to the Director of Brand & Communication

	Number and job titles of people reporting to this role:
	None at present, although a trainee and/or volunteer may be possible in the future

	Department:
	Chief Executive’s Office

	Location:
	49 Mecklenburgh Square, London WC1N 2NY

	Hours of Work/Working Pattern/Special Arrangements e.g. term time only:
	Full Time (36 hrs per week)

	Full time equivalent salary:
	£23 – 26,000 (including London weighting)

	1. Overall purpose of the job and its primary objectives
	To run the Chief Executive’s Office and assist him in his role of leading KIDS so that we fulfil our purpose of ‘Enabling disabled kids and their families to enjoy their lives’


	2. Key Relationships

Internal

· Responsible for any direct reports

· Details of team

· Details of main day to day contacts

External

· Main relationships externally and the impact of these relationships to the performance of KIDS


	· Regular contact with all 11 Director members of KIDS Senior Team.
· Regular contact with all KIDS 13 Trustees.

· Regular contact with colleagues in the KIDS London Office.

· Regular contact with Office Managers and Administrators across KIDS Regions.

· The post holder will interface with all external contacts of the Chief Executive, ranging from sales calls to government ministers.

	3. Key Responsibilities and Duties

· Describe the roles accountability for operations, equipment, processes and projects

· Describe the tasks performed and how complex they are

· Describe what independence of action the role has

· Describe the level of responsibility and autonomy 
	Direct support to the Chief Executive

· Using shared Outlook ‘calendar’ to manage the Chief Executive’s diary, including making appointments, arranging meetings and keeping the schedule manageable and feasible. Also preparing for such meetings, including printing off emailed papers, directions etc.
· Through access to the Chief Executive’s personal email account – to monitor all incoming emails and deal directly with as many as possible. This includes alerting him to any that require immediate attention, deleting rubbish, responding to straightforward requests, arranging meetings and drafting replies for the Chief Executive’s approval where appropriate.
· Making travel arrangements, booking tickets, reviewing the diary to make the best use of the Chief Executive’s time.

· To respond to all incoming telephone calls for the Chief Executive, to deal with what arises as much as possible and give clear full messages to the Chief Executive where necessary.
· To monitor the incoming post for the Chief Executive and to deal with what it contains as much as possible.

· Through the use of shared Outlook ‘tasks’ to undertake and report on the progress of administrative or research tasks requested by the Chief Executive 

· To keep the Chief Executive’s IT files up to date including contacts, documents etc

· Minor tasks, such as routine typing, filing, meeting and greeting guests, preparing tea and coffee etc.
Managing Meetings and Minute Taking
· To be responsible for the smooth running of the bi-monthly Trustees Meetings, the Monthly Senior Team Meetings and the Bi-monthly Finance Committee meetings.

· This includes setting an annual calendar for the charity, booking and setting up rooms and refreshments, compiling draft agendas, compiling, binding and circulating papers, taking minutes, sending out all the necessary papers promptly both before and after the meeting.

· To keep an eye on actions falling to the Chief Executive from these meetings and ensuring that these are programmed into his calendar

· To take lead responsibility for the organisation of the Annual KIDS All Staff Day

Office administration

· There are a number of processes which need to be attended to on a regular basis. These include recording Senior Team annual leave and sickness, keeping Senior Team personnel files up to date, keeping Companies House and Charity Commission filing up to date, ordering stationery, forwarding selected emails on etc.
Occasional work for the Trustees

· Arrange for legal documents to be signed by Trustees when necessary

· On occasion the Chair and or the Treasurer may need administrative support for the work they are doing for KIDS. On the rare occasions that this arises, it falls to the Chief Executive’s PA.

‘Light touch’ Co-ordination of administration across KIDS
· KIDS employs a number of administrative staff across the charity at different locations. There is an aspiration to co-ordinate these staff where it can benefit the charity – such as stationary purchase, standard templates, printed stationery etc. It is hoped that the post holder will take a lead in these arrangements.


	4. Working Context

· Indicate any specific physical or mental pressures of the work performed

· Describe the working environment and any unusual aspects of the role 
	KIDS London is located in very pleasant surroundings close to Kings Cross and Russell Square. A small number of disabled children and their families use the premises on a day to day basis. The PA to the Chief Executive’s permanent office is shared with two staff who run the KIDS Special Educational Needs Mediation Service.

However, the Chief Executive is frequently working in other parts of England and on these occasions arrangements are in place for his PA to utilise his office.
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