Care for the Carers
PERSON SPECIFICATION
Executive Assistant

	Qualifications
	· A degree, HND, or foundation degree in business administration, business management, or a related field.
	Desirable

	Experience
	· Significant, proven experience (3+ years) in an administrative or personal assistant role, with a focus on supporting senior management
	Essential

	
	· Experience of coordinating and servicing meetings, including minute taking
	Essential

	
	· Prior experience within the charity or health and social care sectors 
	Desirable 

	Skills and Knowledge
	· Ability to communicate effectively with multiple external partners when coordinating CEO diary and appointments
	Essential

	
	· Advanced proficiency in the full Microsoft Office Suite (Outlook, Word, Excel, PowerPoint) and experience with project management or collaboration tools (primarily Teams)
	Essential

	
	· The ability to manage complex diaries, prioritise conflicting demands, multitask effectively, and meet tight deadlines
	Essential

	
	· Flawless written and verbal communication skills for drafting correspondence, preparing reports, and acting as the primary liaison for the Senior Management team.
	Essential

	
	· Experience of setting up and maintaining both computerised and manual filing systems
	Essential

	Personal Qualities
	· A demonstrated ability to handle highly sensitive and confidential information with integrity and professionalism
	Essential

	
	· The capacity to work autonomously, anticipate needs, solve problems, and take initiative without constant supervision.
	Essential

	
	· A high level of accuracy in all tasks, from minute-taking to diary/appointment management 
	Essential

	
	· The ability to build strong working relationships with internal staff, external partners, and stakeholders at all levels, demonstrating tact and diplomacy.
	Essential

	
	· The willingness and ability to adapt to a fast-paced, ever-changing environment, adjusting to last-minute changes. 
	Essential

	
	· The ability to stay calm under pressure and demonstrate a resilient approach to work.
	Essential

	
	· A commitment to providing a high standard of service
	Essential

	
	· Possess sensitivity and understanding and able to apply this when dealing with carers whilst acting within the boundaries of the role
	Essential

	
	· Commitment to the vision and mission of Care for the Carers 
	Essential

	
	· Possess good judgment and discretion at all times
	Essential

	
	· Have a belief in the empowerment of carers
	Essential

	
	· Be self motivated and energetic
	Essential

	
	· Hold a full UK driving license and access to a car for work travel across East Sussex
	Desirable
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