Victim Support

Job Description

Job Title: 
Personal Assistant to Victim Services Director


Reporting to: 
Victim Services Director – Wales and West
Location:

Carmarthen - Wales
Hours: 

9am to 1pm (mornings only)

___________________________________________________________________

1. Purpose of the job
· To provide an efficient and effective personal assistance to the Victim Services Director including administrative, secretarial and clerical services at a confidential level.  This post will require supporting the Wales committee board.
2. Main duties
· To service locality meetings by preparing and collating papers, taking and circulating minutes and dealing with general enquiries.
· Support the Wales committee board and communicate at all levels.  This will require communicating in Welsh fully speaking, reading and writing.  

· Provide administrative and secretarial support to the Director and including acting as first point of contact for all communications and dealing with them effectively, diary management, minute taking at meetings and arranging travel, managing emails etc

· Draft/type letters/reports/presentations and minutes as and when required.

· Prepare and distribute meetings’ agendas, papers, minutes etc and ensuring the director is fully briefed in advanced of relevant meetings and/or events.

· Develop and maintain robust administrative systems for use within the Locality. 

· Establish and maintain good working relationships with all employees, National Assembly representatives, Welsh Board committee and volunteers throughout the organisation and to promote an ethos of a friendly and happy working environment.

· Monitor the budget for director and ensuring expenditure is within allocation, notifying the director of over and/or under spends.

· Ensure adequate supplies of stationery and catering for any meetings is ordered and delivered on time. 

· Occasionally, travelling with the Director to take notes or dictation at meetings and to provide general assistance during presentations.  This includes travel at Welsh Board meetings at least 3 times a year.
· Liaise with people at NC for setting up London based meetings

· Manage projects as required

3. Generic responsibilities

· Manage personal resources and own professional development

· Develop a culture and systems that promote equality and value diversity

· Promote a health and safety culture within the workplace and ensure compliance with legal, regulatory, ethical and social requirements including health and safety

· Manage and ensure that information of a sensitive or personal nature is not disclosed to or discussed with inappropriate persons 

· Ensure that all information is maintained in accordance with the Data Protection Act
· To gain an in-depth understanding of the broad operations of the organisation and  assisting in the management of information 

· Undertake other activities as required

4. Travel

· Ability to undertake occasional travel.

5. Unsocial Hours 
· Will require a commitment to get the job done and this may, on occasions require unsocial hours of work including overnight stays.
This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.

Person Specification
Job Title: 
Personal Assistant to Locality Director & Deputy Locality Director - NORTH


Reporting to: 
Locality Director - North
____________________________________________________________________

1. Knowledge and Experience

Essential


· Previous experience of delivering a support function at a senior level and working in a busy office environment involving substantial contact with people at all levels within and outside the organisation. (S)

· Fully bilingual in Welsh (s)

· Exceptionally strong personal integrity. (S)

· Developing and managing manual and computerised administrative systems. (S)

· Proven ability to attain and achieve high levels of confidentiality and discretion as appropriate. (S)
Desirable

· Demonstrable experience of organising meetings and taking complex minutes and circulating them to agreed timelines

· Demonstrable ability to develop a good working knowledge of the business and its processes. 

· Experience of dealing with difficult situations in a discrete, diplomatic and tactful way. 

· Legal, regulatory, ethical and social requirements relevant to a national charity

2. Skills and abilities


· Excellent communication skills (written & oral) (S)

· Proven ability to manage electronic diary effectively. (S)

· Proven ability to use Microsoft Office products (Word, Excel, PowerPoint and Outlook) competently. (S)

· Project Management Skills (S)

· Proven ability to work under pressure and to meet tight deadlines. (S)

· Excellent administrative skills and attention to detail.

· Proven ability to prioritise work and apply initiative and common sense with a flexible approach to all tasks.

· Proven ability to work individually and/or as part of a team.

· Ability to build and maintain strong working relationships

· Calm, organised and detailed orientated personality.

· Self motivated and able to work unsupervised.

· Proven ability to demonstrate a commitment to Equality and Diversity, to influence people to achieve effective desired outcomes.

· Ability and desire to undertake other duties as and when required by the director or deputy.  

This list of tasks is not exhaustive and will be reviewed from time to time in discussion with the post holder.

3. Qualifications

· Educated at least to ‘A’ Level or equivalent.

· Relevant work related certificate(s) e.g. Proficiency in MS Outlook, Word, Excel and Powerpoint

(S) = shortlisting criteria
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