JOB DESCRIPTION

Position: Executive Assistant

Hours: 37.5 per week.

Salary: £14,917 p.a.
Responsible to: Chief Executive 
Key Responsibility: To support the Headway Devon senior staff team, particularly the Chief Executive   
Tasks will include:

· Supporting and assisting the Chief Executive 
· Dealing with calls and correspondence on behalf of the Chief Executive and ensuring that the Chief Executive is kept up-to-date.
· Writing memos, emails, letters, reports and applications as requested.
· Arranging meetings and organising calendars.
· Preparing documents and reports for meetings
· Attending and keeping accurate minutes at staff, supervisor, executive committee and board meetings. 
· Attending and keeping accurate minutes at the Annual General Meeting.
· Researching, filing and photocopying as required.
· Answering the phone, handling enquiries and passing on calls or detailed messages to other staff.
· Working in line with all Headway Devon Policies and Procedures. 
· Producing, recording and monitoring all Human Resources documents.
· Creating new staff personnel files and ensuring all documentation is recorded and filed. 
· Creating new client files and ensuring all documentation is recorded and filed.
· Ensuring appropriate documentation is available for staff inductions.
· Registering new staff members onto Social Care Training.
· Submitting annual accounts to Companies House and web- filing.
· Representing Headway Devon at networking and volunteering events.

· Assist with Headway Devon fundraising and events when required

· Working in line with all Headway Devon policies and procedures
With changes to the Health and Social care climate, the job will also involve working with other members of the Headway Devon staff team to implement new administrative processes.
This post will be subject to a satisfactory Disclosure and Barring Service check and the successful completion of a three-month initial training period.

PERSON SPECIFICATION

Position: Executive Assistant
Hours: 37.5 per week.

Salary: £14,917 p.a.
Responsible to: Chief Executive 
Essential:

· First class standard of personal organisation and efficiency.


· Good IT skills – especially Microsoft Office suite.

· Good written and verbal communication skills.

· Conscientious and hard-working attitude; ability to work autonomously at times.
· Reliable, self-motivated and flexible; able to respond to new opportunities.


· Ability to work in a team and form productive, supportive and professional relationships with all colleagues and volunteers.


· Patience and the ability to communicate with a diverse range of people.

· Willingness to learn and undertake training.


· Sympathetic to the aims of Headway Devon.
· Experience of working in an office environment.
Desirable:

· Prior experience of working within the voluntary/community/charity sector.


· Prior experience of working with adults with disabilities.

