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Job Description 
	Job Title:
	Executive Assistant

	Service Area/Team:
	General Secretary

	Grade:
	5

	Working Hours: 
	35

	Responsible to: (person)
	[bookmark: _GoBack]General Secretary and Deputy General Secretary

	Responsible for: (person/people)
	

	Location :
	The Rookery or Rednal



This job description is a guide to the work you will be required to undertake.  It may be reviewed from time to time to meet changing circumstances.
NASUWT
	All post holders must undertake their responsibilities in such a way as to:
· Promote and support NASUWT organising agenda;
· Recruit and retain members of NASUWT;
· Promote NASUWT and its policies;
· Promote equality of opportunity for all.




Key Accountabilities:
	The Executive Assistant provides executive administrative support to the General Secretary and Deputy General Secretary.
Working closely with the General Secretary and Deputy General Secretary your work will help ensure the continued effectiveness of the Union through the application of your administration, research and project management skills at the highest operational level. 

A pro-active and independent worker, you will ensure that the General Secretary and Deputy General Secretary are fully briefed in advance of scheduled meetings, that actions are accurately recorded and implemented, draft correspondence produced in a timely manner and day to day working arrangements managed effectively. 


Core Responsibilities:
	Calendar and diary management

· To manage and schedule senior level meetings including with governments, elected members and third party organisations. 

· To keep the General Secretary and Deputy General Secretary abreast of forthcoming commitments, issues or conflicts. 

· To prepare, monitor and manage correspondence, distributing meeting agendas and materials as necessary.

· To initiate appropriate actions, referrals or responses on relevant or time-sensitive matters.

· To provide effective record-keeping, filing systems and maintain an accurate database of relevant external contacts.

· To maintain the security of confidential and sensitive information.

· To provide briefings for internal and external meetings, including relevant logistical information, agendas, meeting chronologies, and professional advice as appropriate.

· To provide effective support during meetings, including minute taking and identifying and recording action points.

· To monitor, track and progress chase actions on decisions arising from the work of the General Secretary and Deputy General Secretary.


General Secretary and Deputy General Secretary engagements

· To manage travel and other bookings on behalf of the General Secretary and Deputy General Secretary.

· To manage speaking engagements, including liaison with internal and external stakeholders.

· To undertake effective liaison with internal and external stakeholders.

· To maintain good relations with government offices and other external bodies.

· To provide support for national and international events, as required. 

Project support

· To undertake research and fact-finding for speeches, articles and meetings.  Providing clear and timely briefings to the General Secretary and Deputy General Secretary as needed.

· To assist with project planning, implementation and reviews, as required. Leading the implementation of special projects, as appropriate.

· To establish and maintain effective systems to ensure the timely and effective progressing of relevant projects and tasks.

· To work in co-operation with the staff of NASUWT Headquarters teams and Centres on projects and initiatives with shared interest.

· To update the General Secretary and Deputy General Secretary on time-sensitive and priority issues, and ensure appropriate follow-up.

Other Responsibilities

· To work in liaison with the Office Manager (The Rookery) and the General Secretary Administration Team (Rednal) to ensure continuity of service and support at all times.

· To evaluate office policies and procedures to ensure effective working practices, anticipating future developments or events.

· To support the recruitment and selection of administrative and clerical staff, as required.

· To book travel and accommodation as required at General Secretariat, National Officer and National Executive level.

· To provide a welcoming environment to guests. 

· To undertake any other reasonable duties requested by the General Secretary.





Organisational Accountabilities: 
	Equality, Diversity & Inclusion
Post holders should:
· Carry out their duties in line with NASUWT policies on Equality, Diversity and Inclusion, and Dignity at Work, promoting a positive approach to a harmonious working environment.
· Challenge inappropriate behaviour and language constructively.
· Identify training needs for themselves and any employees they are responsible for (if appropriate), in line with the Equality Act 2010.
Information security and governance
· The post holder should manage information in line with NASUWT policies, procedures and guidance on Data Protection, GDPR, Freedom of Information, confidentiality, information security and sharing to ensure compliant, efficient and effective information governance.
Health and Safety
· The post holder must carry out their responsibilities with due regard to the NASUWT’s policies and procedures for Health and Safety at Work.
NASUWT Policies and Procedures
· The post holder should maintain awareness of all NASUWT policies and procedures and should report any concerns relating to non-compliance with our policies and procedures



	Contacts:
	

	Special Conditions:
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