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Job Title: PA to Directors
Reporting to: The Directors

Salary: Pro Rata Full Time £18,000 (3 days £10,800)
1. Job Purpose 
We are seeking an experienced PA/Senior Administrator to join the team at Gilbert White & The Oates Collection.
You will be responsible for the effective development, co-ordination and delivery of new administrative and office systems to support the organisation/charity, alongside working closely with the Directors, Project Co-Ordinator and Finance department to provide comprehensive administrative and PA support.
With a flexible and positive approach to work, you will have the ability to work on your own initiative as well as within a team environment. You will relish the challenge of this key role and be keen to work towards solutions. 

This is an excellent opportunity for the right candidate to develop their career in Administration within the Charity sector. 

2. Scope 
This pivotal role will devise an effective administrative and office management system, supporting all current and future projects and applications alongside the day to day management of the site. You will prioritise your workload to maintain procedures and quickly develop an extensive knowledge of the aims and objectives of the organisation and project portfolio. As the first point of contact, you will liaise with external and internal key personnel, contractors, clients and Trustees, assisting with requests as and when they arise with the ability to successfully work to deadlines. 
The ideal candidate will be a proactive individual with strong organisational skills, able to respond to the diverse requirements of each department. With a good working knowledge of IT systems and excellent written and verbal communications skills, you will be highly experienced in undertaking a broad range of ad-hoc managerial support duties including assistance in Finance, HR and Governance.

You will lead by example and maintain an excellent level of customer service, time keeping, personal presentation and professional standards. 

3. Key Tasks 
· Devising, implementing and maintaining office and administrative systems, including data management and filing systems. 

· Working with Directors in ensuring ongoing compliance with legislative requirements.
· Sourcing and co-ordinating information and documents for personnel as and when requested.
· Assisting in ensuring the smooth and efficient operation of the Museum, providing support wherever required. 
· Carrying out background research and presenting findings.

· Answering phone calls, enquiries and requests, and handling them when appropriate.
· Meeting and greeting visitors at all levels of seniority.
· Organising and maintaining diaries and making appointments.
· Dealing with incoming email and post, often corresponding on behalf of the Directors.
· Writing minutes in meetings and forwarding minutes to attendees and relevant parties.
· Producing documents, briefing papers, reports and presentations. 

· Organising and attending meetings and ensuring the Directors are well prepared for meetings. 

· Liaising with Trustees, GWH staff and volunteers, project staff, suppliers, contractors and others as appropriate. 

· Assist with enquiries and information relating to health and safety, risk assessments, food hygiene and licensing requirements. 

· To maintain all staff starter and leaver forms, annual leave, sickness and absence records and ensure that all staff follow office procedures.
· Be willing to undertake other tasks commensurate with the post. 

4. Knowledge, Skills, Attributes and Experience Required 
Knowledge 
· Strong IT skills, able to use Microsoft Office software (Word, Excel, Access, Publisher and Outlook) with confidence and accuracy, with a willingness to learn new programmes as and when required.
· Knowledge and understanding of governance within charity, heritage or lottery funded organisations. 

· Knowledge of the importance of Health, Safety and Security, Equal Opportunities and DDA, and the Protection of Children and Vulnerable Persons as it affects a public building.

· Principles and commitment to the importance of excellent customer service. 

Skills / Attributes 

· Discretion and confidentiality are essential attributes.
· Highly diplomatic, able to handle colleagues and visitors in a calm, courteous and confident manner. 
· A conscientious approach with a commitment to achieving standards of excellence. 
· Able to work well under pressure and to deadlines, maintaining a cool, efficient and professional demeanour.
· Self-motivated, conscientious and proactive in your approach to work.  

· Proven organisational/project management skills.
· Able to work independently and reliably with minimal supervision. 

· Excellent written and verbal communication skills.
· Exceptional motivational and presentation skills, able to lead by example and interpret and communicate operational activity to a broad team. 

Experience 
· A minimum of two years’ experience in an administrative, office management, finance or HR support role within a charity or heritage organisation.
· Experience of successfully planning and implementing new administrative systems within an organisation.

· Experience working in a department dealing with confidential information and documents.
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