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THE SHAKESPEARE HOSPICE

JOB DESCRIPTION


[bookmark: _Hlk114043198]Title: 				Executive Assistant to the Chief Executive Officer (CEO) 
Reporting to: 			Chief Executive Officer
Direct reports:                  	None
Location:                                     Hospice-based with occasional homeworking
Hours:				30 - 37.5 hours per week 
Salary:				£36,000 - £40,000 DOE
Closing date:			11 October 2026
Role purpose:
The postholder will work closely with the CEO to provide high-quality executive support, strengthen governance administration, and help ensure that organisational priorities are coordinated effectively across the Hospice.
The Executive Assistant provides executive, administrative, and development support to the CEO, Board of trustees, as well as the Senior Management Team (SMT). The Executive Assistant serves as the primary point of contact for internal and external communications. The Executive Assistant serves as a liaison to the Board of Trustees and Senior management Team; 
The Executive Assistant serves as a key point of contact for internal and external stakeholders, coordinates strategic activities, supports governance requirements, and provides operational oversight across a range of organisational functions. This includes participation in the organisational on-call rota, responsibility for aspects of site security and locking procedures.
Essential/Primary Responsibilities:
Executive Support
· Assists the CEO with daily administrative duties and completes a broad variety of administrative tasks that include managing an active calendar of appointments; composing and preparing correspondence; arranging itineraries and agendas and compiling documents for meetings.
· Communicates with other personnel on the CEO’s behalf and coordinates logistics for high-level internal and external meetings. Coordinates meetings and strategic activities with the Senior Management Team and Board of Trustees.
· Drafts reports, letters, proposals; prepares and coordinates oral and written communication as required.
Board Support and Liaison
Serves as the administrative liaison to the Board of Trustees and manages Board activities, including coordinating regular Committee and Board meetings and supporting new trustee induction.
Maintains confidential files and contact information; coordinates meetings, conferences, and committees both on and off site to support the Hospice’s agenda.
Management Liaison 
· Coordinates SMT meetings, agendas, actions, and reporting requirements and follows up on assigned action items. 
· Prepares timely comprehensive records of meetings and monitors completion of agreed actions. 
· Supports cross-departmental communication and collaboration to ensure organisational objectives are achieved. 
· Leads or contributes to operational projects and service improvement initiatives as required.

Secondary Responsibilities:
· Performs other duties as assigned. 
· Provides assistance, as needed, to front desk operations including answering telephones, receiving deliveries, visitor sign-in, and reception cover. 
· Manages and coordinates the review and updating of policies, maintaining an up-to-date and accurate register of documents.
· Coordinating events, room bookings and space utilisation 
· Acts as a secondary point of contact for routine on-site IT issues and liaises with the external IT support provider to coordinate troubleshooting and resolution of technical issues.
· Ensures that file organisation and document management procedures are robust and secure.
· Participates in the organisational on-call rota as required. 
· Undertakes responsibility for site opening and locking procedures and contributes to site security arrangements. 
· Supports business continuity and emergency response procedures where required.
· Fire Marshal and First Aider
Accountabilities:
· Reports directly to the CEO. 
· Supports the Senior Management Team and contributes to the operational leadership of the Hospice. 
· Works closely with SMT colleagues to ensure effective organisational performance and service delivery. 
· Liaises directly with Committee Chairs, Trustees, and external stakeholders as required. 

Experience & Education:
· Strong organisational skills that reflect ability to perform and prioritise multiple tasks seamlessly with excellent attention to detail.
· Two to Five years providing support for upper-level management in a related organisation (i.e., local authority, health, charity)


Skills & Abilities:
· Experience of attending senior management meetings and contributing to organisational decision-making. 
· Ability to manage competing operational priorities in a fast-paced environment. 
· Good understanding of IT systems, data protection, GDPR, telephony, Microsoft 365 applications, and troubleshooting common technical issues. 
· Experience of working with third-party suppliers and service providers. 
· Understanding of business continuity, site security, and health and safety responsibilities. 
· Ability to respond effectively and calmly to on-call situations and operational incidents.

Working Conditions/Other Data:
· Due to the confidentiality of the work, the functions of this position should be performed in a private office location
· Occasional travel may be involved
· Occasional flexible working from home can be agreed 
· Some out of normal hours working may be required, to support charity and fundraising events 
	Person Specification
	Essential / Desirable

	Qualifications and Training
	PA/Executive Assistant qualification, business administration qualification, or equivalent experience
First Aid, Fire Marshal, health and safety, or safeguarding training
	E

D

	Experience
	Experience in a senior administrative, PA or Executive Assistant role
Experience supporting a CEO, senior leadership team, Board, trustees or formal committee structure
Experience managing complex diaries, correspondence, meetings and confidential information
Worked within the voluntary / social /health sector
	E

E

E
D

	Governance and Board Support
	Experience preparing agendas, papers and meeting packs
Accurate minute-taking and maintaining action logs
Experience supporting trustees, committees, governance cycles or induction processes
	E
E
E

	Communication and Stakeholder Engagement

	Excellent written communication, report drafting, editing and proofreading skills
Confident communicator with staff, trustees, donors, partners and external stakeholders
Ability to act with diplomacy, tact and professional discretion
	E

E
E

	IT, Systems and Records Management

	Proficient in Microsoft 365, including Outlook, Word, Excel, PowerPoint, Teams, SharePoint and OneDrive
Knowledge of GDPR, data protection and confidential records management
Ability to learn new systems and support routine IT troubleshooting
	E

E

E

	Sector Knowledge

	Experience in a charity, hospice, health, social care or voluntary sector setting
Awareness of safeguarding, confidentiality and compassionate communication in a care environment
	D

D

	Personal Qualities

	Demonstrates confidentiality, discretion and sound judgement
Reliable, solution-focused and resilient under pressure
Compassionate, professional and respectful in all interactions
Commitment to Hospice values and organisational policies
	E

E
E
E

	Other Requirements

	Willingness to work flexibly outside normal hours on occasion, including events or on-call requirements
Ability to travel independently between Hospice sites, meetings and events as required
	E

E


Subject to appointment:
· DBS check
· References
· Occupational health clearance
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