[image: ]
[image: ]
Job Description


Job title:		Personal Assistant to Chief Executive Officer

Reports to:		Chief Executive Officer

Main purpose of the job 

We are seeking a highly organised and proactive Personal Assistant to support the CEO in the effective day-to-day management of their responsibilities. This role is pivotal in ensuring the smooth running of executive operations and requires excellent communication, discretion, and sensitivity—particularly within the context of a values-driven, neurodiversity-focused organisation.

Main duties / responsibilities 

· Provide high-level administrative and organisational support to the CEO
· Manage the CEO’s diary, including scheduling meetings and appointments
· Coordinate and organise meetings, including preparing agendas and documentation
· Act as the first point of contact for the CEO, handling correspondence and enquiries
· Draft emails, reports, presentations, and other documents on behalf of the CEO
· Arrange travel, accommodation, and itineraries as required
· Maintain accurate records, files, and confidential information
· Support expense tracking and basic financial administration
· Assist in preparing reports and documentation for trustees and stakeholders
· Support communication with service users and families where and when appropriate
· Ensure all communications are inclusive and respectful of neurodiversity
· Assist with the coordination and delivery of projects and events
· Monitor and track progress on key organisational priorities
· Support preparation for board meetings and strategic planning sessions
· Manage and coordinate the timely review and updating of organisational policies and procedures
· Maintain version control and ensure policies are accurately documented and accessible
· Liaise with relevant stakeholders to ensure policy updates are compliant and approved
· Provide front-of-house support by managing the reception area at the charity’s head office
· Greet visitors, staff, and service users in a professional, welcoming, and inclusive manner
· Demonstrate excellent organisational and time management skills
· Communicate clearly and professionally, both written and verbally
· Handle sensitive and confidential information with discretion
· Use Microsoft Office tools effectively (Word, Excel, Outlook, PowerPoint)
· Work flexibly and adapt to changing priorities in a dynamic environment
· Maintain a high level of accuracy and attention to detail



Person Specification

Education and qualifications 
	Essential
	Desirable

	GCSEs (or equivalent), including English and Maths
	NVQ Level 2 or 3 in Business Administration (or similar)

	
	Training in project management (e.g., PRINCE Foundation)




Knowledge and Experience
	Essential
	Desirable

	Proven experience as a Personal Assistant, Executive Assistant, or similar role
	Experience working in the charity or non-profit sector

	Proficiency in Microsoft Office (Word, Excel, Outlook, PowerPoint)
	Understanding of autism and/or neurodiversity

	Strong written and verbal communication skills
	Experience supporting senior leadership or board-level executives

	Management of complex diaries and workloads
	



Personal Skills and Qualities
	Essential
	Desirable

	Detail-oriented with a high level of accuracy
	

	Excellent organisational and time management skills
	

	Strong communication skills
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