Age UK Suffolk

14 Hillview Business Park

[image: image1.emf]Old Ipswich Road, 

Claydon, 

Ipswich, Suffolk IP6 0AJ

Tel:  01473 298681

www.ageuksuffolk.org.uk

       recruitment@ageuksuffolk.org
November 2019
Dear Applicant
Executive Assistant
Thank you for your enquiry regarding the above post.  Please find enclosed the application pack for this post together with various monitoring forms: 

If you decide to proceed with your application, please ensure your application form and all other documents are returned to the HR department at the above address by closing date of 11/12/19.
Only those candidates selected for interview will be contacted as, being a charity we cannot send out letters to all applicants.  If you have not heard from us within 10 days of the closing day please assume that on this occasion you have not been selected for interview.  

Short-listed candidates will be contacted by telephone and will then receive a confirmation letter giving the details of the interview.  

I would like to wish you every success with your application and thank you for taking the time to apply for this post. 

Yours sincerely

Cathy Paxon
HR Manager

President: The Countess of Euston  (  Registered Office: 14 Hillview Business Park, Claydon, 

Ipswich IP6 0AJ.  Age UK Suffolk is an independent local charity.  Company limited by guarantee          

Registered in England No 4150543  (  Registered Charity No 1085900
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Executive Assistant

Based at Claydon

35 hours per week

Salary £20550.00  £11.26 per hour
We are looking for a friendly, efficient person to support our CEO, Board of Trustees and senior team at Claydon. You will be providing an administrative service to the team; telephone work, organising diaries, report writing, spreadsheets, agenda preparation and minute taking for meetings will all be part of your duties. You will work confidentially and be able to prioritise work effectively. Excellent office IT skills including PowerPoint and Excel are essential as is a professional telephone manner.

For further details please ring 01473 353528
Or download a pack from https://www.ageuk.org.uk/suffolk/get-involved/work-with-us/
Closing date: 11/12/19
Interviews planned w/c 16th December 2019
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Job Description         
Job Title:                            Executive Assistant
Responsible to:                 Head of Management Services
Main Purpose of Post: 

To provide efficient and confidential administrative and secretarial support to the Chief Executive Officer and his direct reports.
1. Main  Duties:  

      Chief Executive Officer and his direct reports.
1.1 Diary management including arranging meetings and travel arrangements, ensuring all relevant papers (agenda/minutes/reports) are available and received in good time for meetings.
1.2 Drafting and finalizing meeting agendas, collating and circulating all papers required for Managers, Board of Trustees and sub-group meetings.
1.3 Taking minutes and notes at meetings as required, typing and distributing these.
1.4 Typing correspondence, documents, presentations, and notes as required and carrying out other projects for the CEO and his direct reports.
1.5 Screening calls and answering routine telephone enquiries and initiate action where necessary, on behalf of the CEO, and if required, his direct reports.
1.6 Opening and sorting the CEO’s post; dealing with routine correspondence as appropriate and forwarding on mail to the appropriate person in the CEO’s absence. Undertaking these responsibilities as required for the CEO’s direct reports.
1.7 Filing, copying or mailing confidential material personally, promptly and efficiently.
Board of Trustees

1.8 Assisting the Head of Management Services to provide an effective secretariat service to the Board of Trustees.
1.9 Producing the annual meeting schedule, confirming dates of meetings and booking meetings rooms/venues accordingly.
1.10 Drafting and finalizing meeting agendas, collating and circulating all papers required for the CEO’s direct reports, Board of Trustees and sub-group meetings.
1.11 Taking minutes of meetings and/or typing up notes as required and agreeing these with the CEO and/or his direct reports.
1.12 Assisting the Head of Fundraising & Marketing with arrangements for the Annual General Meeting in consultation with the CEO.
2.  
Quality Assurance  








2.1.
To ensure high quality customer service is delivered to everyone who receives a service of any kind from the organisation

2.2
To ensure work is carried out in accordance with any quality assurance system, service standards or agreed targets in place.

2.3
To monitor and evaluate the department’s performance against standards and/or agreed targets.

3.  
External Relations 






     
3.1
To ensure that everyone that the post holder comes into contact with, whether in person or by telephone or other form of communication (regardless of their attitude) are dealt with in a friendly, courteous and efficient manner as expected of  a caring organisation. 

3.2
To develop and maintain good working relationships with individuals and organisations in the statutory, voluntary and private sector as appropriate and required for the role.

3.3
To promote the work of Age UK Suffolk whenever possible and appropriate.

4. 
Internal Relations 







     

4.1.
Age UK Suffolk aims to maintain goodwill among all its staff and volunteers.  To assist in achieving this aim employees are expected to work with other staff and with volunteers, in their own service or any other, in a courteous, co-operative and sympathetic manner.

5. 
 Organisational Policy and Development 





5.1
To read and comply with the policies and procedures of the organisation.

5.2
To contribute to the organisation’s policy development.
5.3
To contribute as a member of any relevant group to the strategic and/or operational development of the organisation.  

6
Equal Opportunities






     
Age UK Suffolk believes in the value and dignity of all people of all ages and it is expected that all employees and volunteers will actively encourage and include such an ethos in all of their work.

7.  
Health and Safety 









7.1
To comply with the employees’ responsibilities under the current Health and Safety at Work Act, to take reasonable care of their own health and safety and that of other persons who may be affected by their acts or omissions at work and to  cooperate with the organisation in meeting its statutory duties. 

7.2
To ensure the effective management of the safety, security and maintenance of any buildings, information systems, fittings and equipment under the control of the post holder. 

8. Data Protection
To comply with the General Data Protection Regulation and always give due regard to confidentiality of personal information.







  
9. Any other duties 







   

To undertake any other duties that may reasonably be required.  

Signed………………………………………….   Dated…………………………………….

Employee
Signed …………………………………………   Dated ……………………………………

On Behalf of Age UK Suffolk

NOTE: This is a description of the job as it is at present and does not form part of the contract of employment.  Job descriptions will be regularly reviewed and changed when necessary in consultation with the post holder.
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PERSONAL SPECIFICATION
EXECUTIVE ASSISTANT

Age UK Suffolk uses a range of measurement factors to determine an applicant’s suitability for appointment.  In order to be short-listed for interview it is essential that you ensure your application demonstrates clearly how you already meet our personal criteria for this post giving examples where you can, or how you are prepared to gain the skills, knowledge and/or experience required. 

Responsibility

Personal Criteria

Experience, Skill, Ability or Knowledge required

Measurement
A
I
R
T
Finance 

· Numeracy skills

X
X
Working with service users and/or customers

· An understanding of the issues facing older people in Suffolk 
· Good people skills with a friendly approachable style and ability to form positive relationships
· Knowledge of the voluntary/social care sector

X
X

X
X
X

X
X
Quality Assurance and Customer Service

· Ability to remain calm & efficient at all times

· Previous experience of working in a customer focused role and having a commitment to good customer care

 X
 X
 X
X
X
Communications

· Ability to communicate verbally with a wide range of people

· Effective listening skills

· Ability to extract information sensitively and tactfully

· Excellent interpersonal and telephone skills

X
X
X
X
X
X
X
X
X
Administration

· Experience in a similar senior administrative role using the full range of office systems 

· Good administration and organisational skills

· Attention to detail and ability to record data  and information accurately

· Ability to meet deadlines and multi-task 

· Experience of working with confidential information and knowledge of data protection
· Experience of taking minutes at meetings
X

X

X

X

X

X
X

X

X

X
X
ICT

· Good knowledge of all office software including Word, Excel & PowerPoint etc.
· Experience of forwarding and formatting documents and reports.
X

X
X

X
Health and Safety

· Knowledge of appropriate H&S legislation

X


	Measurement:  A = Application form      I = Interview      R = Reference      T = Test
	

	
	



ADDITIONAL INFORMATION
  
                 FOR POST:  Executive Assistant
1.  CLOSING DATE :  Applications to be received by post, in person or by email 
     to recruitment@ageuksuffolk.org by 11th December 2019
2. SHORT-LISTING  
Short-listed applicants will be invited for interview by 

     
telephone and a letter of confirmation will be sent.  If 

    
you have not heard from us within 10 days of the 

    
closing date, please assume that you have not been 

    
successful on this occasion.

3.               INTERVIEW DATE:     W/C 16th December 2019



   
4.               SALARY:      £20550.00 
5.               HOURS:        35 hours per week 
9.00 am – 5.00 pm but may need to be worked flexibly according to the needs of the business.
6.         PROBATIONARY PERIOD:  The post is subject to a 6 months probationary 

                                                       period  

            

7.                PENSION:    Auto-enrolment into a contributory pension. 

8.                HOLIDAY:     23 days plus bank holidays (pro rata for part time) rising to 30                                            days with long service.

9.                SMOKING:    All Age UK Suffolk premises are 'No Smoking' areas.

10.              LOCATION:  This post is based at the Age UK Suffolk offices at 

         14 Hillview Business Park, Old Ipswich Road, Claydon, Suffolk, 

         IP6 0AJ.


Executive Assistant November 2019
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