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Care for the Carers

JOB DESCRIPTION

Title:			Executive Assistant 

Salary Scale:	NJC Scale 6 Spinal Point 22 - £33,699 per annum 
Pro rata salary £16,850 pa

Hours:	18½ hours per week

Accountable to:	Chief Executive 

Location:	The post is currently based at Care for the Carers’ office in Eastbourne.  Hybrid working is available, and the post may include travel within East Sussex.

Job Purpose:	To provide day to day administrative support to the Chief Executive and Board.  To support all members of the Senior Management Team with coordination of meetings, events and activities, and support excellent communication with carers, key stakeholders, colleagues, and partners.  

Functional 
Relationships with:	Care for the Carer’s colleagues, partner organisations and carers. 

Responsible for:	No line management responsibility.


Key Responsibilities:

1. To provide administrative support to the CEO, including:  
· Managing the CEO’s diary and liaising with key partners
· Supporting with email, telephone and formal written communications with carers, members, partner organisations and VIPs
· Coordinating, servicing and minuting meetings, including preparation of papers and reports
· Developing, maintaining and reviewing administration systems to achieve maximum efficiency

2. To work effectively with the Chief Executive to service Board Meetings, including: 
· Creating and maintaining a schedule of Board Meetings and Sub Committees
· Collating meeting packs and supporting papers
· Liaising with managers and colleagues contributing to Board papers to ensure reports required by the Board are submitted in in line with an agreed schedule.
· Using the Board’s MS Teams channel to distribute meeting papers and key documents
· To prepare accurate and concise minutes of meetings, ensuring all decisions are accurately recorded, and indicating who is responsible for any agreed action

3. To ensure accurate governance records are held, including:
· Trustees’ terms of office, 
· attendance and apologies for meetings and training,
· creating and maintaining governance records including terms of reference, committee membership, pecuniary interests and Trustee & Members lists.

4. To support the recruitment and induction of Trustees:
· coordinate the induction of new Trustees,
· scheduling training and shadowing sessions and providing new Trustees with a welcome pack,
· advising the Chief Executive and Chair of expiry of terms of office, in advance of terms expiring, so elections or appointment can be organised in a timely manner   
· coordinating the recruitment process, including scheduling interviews, and liaising with prospective Trustees. 

5. To support the Chief Executive and Board of Trustees with any changes in governance legislation and procedural matters, ensuring that the organisation’s Trustee Handbook is updated accordingly and reviewed annually.  

6. To jointly coordinate any Members’ meetings and the Annual General Meeting, working with colleagues as appropriate.  

7. To produce and update the Board of Trustee Year Planner, which includes an annual calendar of meeting dates and the cycle of agenda items

8. To support correspondence and communications with Carers, Board of Trustees and Members

9. To support coordination of recruitment and induction of staff, including composing job adverts, receiving and recording application forms and leading the coordination of shortlisting and interviewing processes.  Working with senior leadership, issuing offer letters, completing pre-employment checks and supporting smooth onboarding of new staff.

10. Support the Head of Resources with monitoring and updating HR records including for performance reviews, DBS renewals, refresher training, annual leave and sickness. 

11. Support the Head of Communities with coordination and administration of carer engagement activities. This may include maintenance of mailing lists, room bookings, sharing of promotional materials, planning transport etc.

12. Support the maintenance of Care for the Carers’ database, entering up to date records of communication undertaken and collating data to support reporting on engagement activities. 

13. Contribute to organisation wide projects as required such as conducting surveys and supporting the planning and preparation of campaigns and events. 

14. Provide support to the Head of Resources for premises related tasks ie requesting repairs are undertaken and ensuring they are carried out

15. Provide general support to SMT colleagues and cover for administration colleagues in their absence to support essential organisational functions

16. Take an active part in team meetings

17. Actively participate in your own Care for the Carers Performance Review and Development Process, including 1:1 meetings and training.

18. Act at all times in accordance with Care for the Carers’ policies and in a way that will ensure the reputation of the organisation is maintained.

19. Carry out any other duties commensurate with the post, as agreed with the Head of Communities



This Job Description will be amended and updated in consultation with the post holder.
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