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Executive Assistant to Senior Management Team – Job Description
Contract: Permanent
Hours: Full time
Location: London/Hybrid
Grade: F
Salary: £30,867 - £32,165
Reporting to: Business Support Advisor
Matrix Management: Director of Public Affairs and Policy

Purpose of the Role
The Executive Assistant provides high-quality, dedicated support to the Chief Executive, Executive Leadership Team (ELT), and Board of Trustees. The role is integral to enabling the ELT to deliver the organisation’s strategic objectives, ensuring the smooth and effective day-to-day operation of senior leadership through excellent diary management, coordination, and governance support.

In addition, the Executive Assistant leads the planning and delivery of key organisational events and works in partnership with the Public Affairs function to support high-profile external engagement. Acting as a key point of contact for internal and external stakeholders, the role supports strong relationship management and contributes to the organisation’s mission to improve the life chances of marginalised children and young people

Key Responsibilities

Executive Support & Diary Management
· Work with ELT to deliver the organisations strategic aims
· Provide proactive and efficient diary management for the Chief Executive and ELT, ensuring effective prioritisation and forward planning
· Coordinate meetings, briefings, and engagements, ensuring optimal use of senior leaders’ time
· Arrange travel, accommodation, and logistics as required
· Ensure senior leaders are well-prepared through coordination of papers and briefings
· Provide light-touch inbox management, including drafting responses and prioritising correspondence
· Support preparation of meeting agendas and materials
· Track key actions arising from senior leadership meetings and support follow-up
Board of Trustees & Governance Support
· Provide comprehensive administrative support to the Board of Trustees
· Schedule meetings and coordinate logistics
· Supporting Business Adviser to prepare and distribute high-quality board papers and packs
· Take minutes where required and ensure accurate recording of decisions and actions
· Support effective governance processes and tracking of actions
Stakeholder & Relationship Management
· Act as a professional first point of contact for internal and external stakeholders
· Build and maintain strong working relationships across the organisation and with external partners
· Support effective communication between senior leaders and stakeholders
· Act as a coordination point across teams to ensure alignment and delivery
· Contribute to a positive, professional, and responsive organisational culture
Events & External Engagement
· Manage the delivery of organisational events (e.g. summer reception) and work in partnership with the Public Affairs Officer to support wider project event activity and stakeholder engagement
· Ensure high-quality delivery and stakeholder experience at events
· Jointly develop, manage, and maintain the organisation’s CRM system with the Public Affairs Officer, ensuring accurate and up-to-date stakeholder data
Confidentiality & Professional Standards
· Handle sensitive information with the utmost discretion and professionalism
· Maintain high standards of accuracy, organisation, and attention to detail
· Uphold trust and integrity in all interactions with senior leaders and stakeholders

Person Specification

Skills & Experience (Essential)
· Minimum 2 years’ experience supporting senior leaders and/or boards, including managing competing priorities and operating with discretion
· Educated to A-level standard or equivalent, or demonstrable relevant experience in a similar role.
· Demonstrable proactive, solutions-focused approach, with examples of anticipating needs and resolving issues ahead of time
· Proven ability to build and manage relationships with senior stakeholders, with evidence of influencing and maintaining trust
· Track record of delivering outcomes end-to-end, demonstrating resilience, ownership, and a ‘can-do’ approach, with evidence of overcoming challenges
· Experience managing complex diaries, coordinating high-volume stakeholder activity, and delivering or supporting events in a fast-paced environment
· Strong organisational skills, evidenced by effectively prioritising multiple demands and consistently meeting deadlines
· Excellent written and verbal communication skills, with experience drafting high-quality correspondence and engaging with senior audiences
· Advanced proficiency in Microsoft Office (Outlook, Word, Excel, PowerPoint), used to support senior leadership delivery
Skills & Experience (Desirable)
· Experience supporting Boards of Trustees or formal governance processes, including preparation of papers and minute taking 
· Experience coordinating stakeholder engagement activity, including logistics and stakeholder communication 
· Experience in children and young people’s policy or a related sector (or 
demonstrable interest in this area)

Personal Attributes
· Brings energy, drive, and a proactive ‘can-do’ mindset, taking ownership and approaching challenges with resilience and determination 
· Remains calm, composed, and professional under pressure, maintaining pace and quality in demanding environments 
· Exercises sound judgement and discretion, confidently handling sensitive information and making considered decisions 
· Builds strong, trusted relationships at all levels, acting as a credible and positive ambassador for the organisation 
· Takes pride in delivering high-quality work, with a relentless focus on getting things done and seeing tasks through to completion 
· Demonstrates a genuine commitment to improving outcomes for children, young people, and families, with alignment to the organisation’s mission and values

	
	
	



image1.png




