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Job Description and Person Specification
Please note this statement is for information only and does not form part of a contract. This list is not exhaustive and you will be expected to undertake such duties as may be assigned to you by ActionAid from time to time. Staff are expected to be flexible in their work in order to deliver the objectives of the organisation.
	Job title
	Executive Support Officer

	Contract type

	Permanent
	Contract length
	

	Grade/Starting salary
	3 / £24,706 -£26,450
	Date
	March 2011


	Context

	The role is part of the Executive Support Team that provides support for three of the six UK Directors. This includes the Chief Executive, Director of Performance and Accountability and Director of Central Resources. This team is also responsible for supporting the Senior Management Team more broadly as well as the Board of Trustees. It is also responsible for coordinating a number of internal meetings as well as the administrator network. 


	Main purpose of the role

	The main purpose of this role is to provide support to the Director of Central Resources and the Director of Performance & Accountability as part of an Executive Support Unit. This includes personal support for the Directors, and specific project work falling under the Directors remit. It also involves providing support for the executive support unit particularly in relation to administrative support for the Senior Management Teams as well as the Board of Trustees. 


	Management and key relationships

	Staff managed

	None

	Reports to

	Senior Executive Support Officer

	Key Relationships

	Senior Executive Support officer, Director of Performance and Accountability, Director of Central Resources, Chief Executive, Trustees


	Main Duties

	Duty
	% Time


	1
	Support of Executives Support Unit :

· Work with Senior Executive Support Officer to support the Chief Executive and the Senior Management team (SMT)

· Assist in coordinating preparation, minuting and follow up for SMT meetings and monthly Business meeting

· Coordinating staff events e.g. staff conference/ AGM summer party and Xmas party 

· Assist with meetings and coordination of annual planning process

· Assist with the collation, formatting and circulation of core organisational documents 

· Assist in the coordination and development of the ‘A’ team (administrator network)

· Provide support the Senior Executive office in relation to the Board and Trustees
	20 %

	2
	Support the Director of Central Resources and Director of Performance and Accountability:
· Provide basic administrative support to both Directors in relation to diary management.

· Assist with departmental meetings and away days 

· Support Directors in budget holder duties

· Lead on some aspects and provide support to the Director of Central Resources and Director of Performance and Accountability on special projects when needed 

· Support Finance Director in coordination of Trustee Finance and Audit committee

· Providing administrative support for the Environmental and ethical group

· Providing administrative support for Women’s Rights group.

· Organise travel arrangements (flights, visas and local currency)
	60%

	3
	Communications:
· Coordinate with other executive support officer the running monthly staff briefings

· Coordinate with other executive support officer organisation learning circles

· Coordinate with administrator network organisational organograms

· Assist in development of intranet pages for SMT, Trustee, departmental  and ‘A’ team

· Assist with management of organisational calendar
	20%


	Person Specification

	Knowledge, skills and experience: key requirements

	
	Requirement
	Evaluation


	1
	At least 2 year proven experience in a support officer/ PA role
	

	2
	Excellent administration skills
	

	2
	Strong communication skills
	

	3
	Proficient use of all Microsoft packages (Word, Excel, PowerPoint and Outlook)
	

	4
	Experience in using Outlook calendar and email
	

	5
	Excellent written and verbal communication skills 
	

	Competencies


	
	Requirement
	Evaluation

	1
	A “can do” solutions focused attitude
	

	2
	A commitment to ActionAid’s Mission and Values
	

	3
	Able to use initiative to improve systems and processes and implement these successfully
	

	4
	Able to prioritise work
	

	Knowledge, skills and experience: desirable

	
	Requirement
	

	1
	Experience of managing and developing intranet pages 
	

	2
	A proven ability to support more then one Director
	


� E.g. permanent or fixed term


� Please note ActionAid reserves the right to increase or reduce the number of staff managed according to the needs of the organisation.


� Please note ActionAid reserves the right to change the line of management according to the needs of the organisation.


� Please note these percentages are an indication only of the weighting of the duties.


� This is relevant for recruitment purposes and sets out how a candidate will be assessed against requirements. Options are application form/CV (App), interview (Int) or test (Test)


� Competencies articulate the behaviours which an organisation expects its staff to demonstrate in the course of their work both to reflect organisational values and add significance and worth.
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