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Role Profile


Executive Assistant (People Operations and Communications)




Role Purpose 
This role exists to provide proactive and comprehensive administrative support to Executive Team members, ensuring efficient management of diaries, travel arrangements, and communications. This role is pivotal in enhancing productivity, and fostering effective stakeholder relationships through the support it provides to ET members, ultimately contributing to the organisation's strategic objectives. The role also provides effective and efficient administrative support to the Communications team.

Key Accountabilities   
Finance
· Undertaking financial processes including travel bookings, Agresso transactions, credit card reconciliations, and expense submissions, validating costs are in line with policy and escalating anomalies, thereby ensuring compliance and cost-effective resource management.
· Support Agresso and credit card processes by setting up new suppliers, raising purchase orders, goods receipts, and authorising payments, ensuring financial transactions are accurately managed and compliant.
· Manage expenses by completing necessary forms on behalf of the Executive Team and overseeing the department annual leave, ensuring accurate record-keeping and financial accountability.
· To track and manage Communications team expenditure by submitting and logging invoices, to ensure that the team has an accurate and up to date record of expenditure against budget. 

People
· Provides proactive and comprehensive administrative support to Executive Team members, People Operations, and the Communications team by managing diaries, correspondence, meeting logistics, and documentation, enabling  strategic focus and operational efficiency.
· Manages Executive Team diaries and coordinates meetings (including 121s and team meetings) to ensure efficient scheduling and prioritisation of commitments, for effective planning and communication.
· Oversees inbox management for Executive Team members by triaging emails, identifying key communications, and extracting meeting invites, ensuring timely responses and improved stakeholder engagement.
· Leads the coordination and administration of People Operations meetings by preparing agendas, minuting discussions, and tracking actions, ensuring governance and accountability across the function.
· Prepares board, committee, and governance group reports by collating inputs and formatting documentation, supporting informed decision-making and organisational transparency.
· Manages operational people projects by overseeing timelines, deliverables, and stakeholder engagement, driving delivery of strategic people objectives and continuous improvement.
· Maintains and organises shared workspaces and annual leave records for the People Operations team, ensuring operational continuity and accurate resource planning.
· Coordinates diary management and correspondence across multiple stakeholders, ensuring seamless communication and alignment of priorities to support organisational agility.
· Plans and executes logistics for meetings and events (including National GameChangers), by arranging venues, refreshments, and itineraries, ensuring professional and impactful stakeholder experiences.
· Builds and maintains relationships with internal and external stakeholders by coordinating communications and events, fostering collaboration and enhancing the organisation’s reputation.
· Prepare for meetings with the Executive Team, Committee Meetings, colleagues, external partners, or vendors, by developing agendas and itineraries, booking rooms, arranging refreshments, ensuring attendees are well organised and productive.
· To monitor and maintain Communications Team stock levels by completing stock checks, liaising with regional teams and external suppliers, making orders and processing invoices to ensure stock is available when required.
· To oversee stock and product ordering, printing and postage for Reward and Recognition schemes to ensure colleagues are recognised at the right time and in line with the scheme framework.

Legal and Risk
· Monitors and reports on People data and metrics to identify compliance gaps and areas of risk, enabling proactive interventions and safeguarding organisational integrity.

  Scope and Geography	  This is a national role operating across Scotland and England
Travel Expectation 	The role may be required to travel nationally but this is expected to be infrequent.
Collaboration 	It is expected that the post holder will work proactively and collaboratively with Operational leaders across the charity, supporting business partners, managers, and specialists and in particular will liaise with the Executive team, Senior Leadership Team, People Operations, and Communications departments.
Budgets	This role will not have any direct budgetary accountability but will support the management of expenditure for the cost centres owned by the Executive Team members it supports. 
	
	Best Life Possible Success Measures

	Service Quality and Innovation
	· Efficient Diary Management: Ensuring the Executive Team's diaries are managed effectively, with minimal scheduling conflicts and optimal use of time.
· Effective Meeting Support: Providing comprehensive support for meetings, including agenda preparation, room bookings, and follow-up actions, leading to productive and well-organised meetings.
· High-Quality Communication: Preparing, proofreading, and editing communications to ensure clarity, accuracy, and professionalism in all written materials.


	Career Opportunity
	· Stakeholder Relationship Management: Building and maintaining strong relationships with internal and external stakeholders, ensuring effective collaboration and positive interactions.
· Time Management: Utilising expert time management skills to conserve the Executive Team's time, ensuring focus on strategic priorities


	Community Engagement
	· Event Coordination: Successfully coordinating conferences and events, ensuring positive delegate experiences and successful outcomes.
· Proactive Inbox Management: Efficiently managing the Executive Team's inboxes, prioritising important communications, and ensuring timely responses.
· Prepare for Meetings: Preparing for meetings with the Board, colleagues, external partners, or vendors, by developing itineraries and ensuring attendees are well-prepared, enhancing the efficiency and effectiveness of interactions.


	Sustainable Economics
	· Seamless Travel Arrangements: Coordinating travel logistics smoothly, ensuring cost-effective and timely travel for the Executive Team.
· Accurate Financial Management: Managing expenses, credit card support, and Agresso processes accurately, ensuring compliance and financial accountability.


	Structure






Qualifications, Experience, and Knowledge (e essential; d desirable)
· Bachelor’s degree or suitable equivalent experience in a similar role
· Experience managing complex and dynamic schedules across multiple senior leaders, ensuring alignment with strategic priorities and organisational rhythms
· Experience coordinating cross-functional projects or initiatives, particularly those involving communications, stakeholder engagement, or organisational change
· Experience handling confidential and sensitive information with discretion and professionalism, especially in high-trust environments 
· Experience supporting governance processes, including preparing board papers, tracking decisions, and ensuring follow-up actions are completed
· Experience using digital collaboration tools (e.g., Microsoft Teams, SharePoint, PowerBI) to manage workflows, documents, and communications across departments
· Experience in stakeholder relationship management, including liaising with external partners, vendors, and internal teams to coordinate events and communication
· Experience supporting members of a Executive team
· Considerable experience managing diaries, diary management, booking meetings, and travel arrangements
· Experience in financial administration, such as processing expenses, managing budgets, and supporting procurement systems (e.g., Agresso or similar platforms) Experience engaging with a variety of stakeholders and influencing change
· Experience in a fast-paced, dynamic, agile environment
· Experience managing conflicting demands in a fast faced environment
· Postgraduate qualifications, specialisations, or certifications in relevant fields (e.g., Business Administration, Management)
· Understanding of budget management and experience managing budgets is preferred
· Experience supporting internal communications teams, including stock management, campaign logistics, and reward and recognition scheme
· Experience working in fast-paced, agile environments, where priorities shift rapidly and responsiveness is key 
· Experience in a values-led or mission-driven organisation, where cultural alignment and relational strengths are as important as technical skills 
· Knowledge of social care
· Project management experience or qualifications 
· CIPD Level 3 

Competencies, Skills, and Abilities (e essential; d desirable)
· IT Skills: Excellent IT skills and proficient in using Microsoft applications (Teams, Sharepoint, Excel, Word, and PowerPoint, Outlook, PowerBI)
· Proactive Problem Solving: Ability to anticipates needs and take initiative to resolve issues or improve processes without being prompted. 
· Inbox and Correspondence Handling: Efficiently triages and manages communications across multiple channels, ensuring timely responses and professional engagement with stakeholders.
· Meeting and Event Coordination: Plans and delivers high-quality meetings and events, including logistics, agendas, and follow-ups, to support organisational governance and stakeholder experience.
· Financial Administration: Accurately processes expenses, credit card reconciliations, and Agresso transactions, ensuring compliance and financial accountability.
· Communication Skills: Demonstrates clarity and professionalism in written and verbal communication, ensuring messages are well-structured and appropriately tailored.
· Collaboration and Teamworking: Works effectively across departments and with senior leaders, contributing to shared goals and fostering a positive, inclusive working culture.
· Senior Stakeholder Relationship Management: Builds and sustains effective relationships with internal and external stakeholders, adapting communication styles to influence and collaborate successfully.
· Effective communication: Competence in developing and sustaining relationships with key stakeholders to inform communication and influencing styles
· Adaptability and Flexibility: Responds flexibly to changing priorities, technologies, and organisational needs, maintaining effectiveness in dynamic environments.
· Diary and Time Management: Expertly manages complex diaries and prioritises time-sensitive commitments to maximise executive productivity and strategic focus.
· Data Monitoring and Risk Awareness: Analyses People data and metrics to identify compliance gaps and risks, enabling proactive interventions and safeguarding organisational integrity.
· Financial Management: Experience in managing expenses, credit card support, and Agresso processes.
· Communication: Proficient use of written and verbal communication to convey messages clearly and professionally.
· Project Management: Ability to manage multiple tasks and projects simultaneously, ensuring timely completion and high-quality outcomes
· Problem-Solving and initiative: Proactively identifies issues and implements practical solutions independently, contributing to operational resilience and service excellence.
· Flexibility: Adaptable to new technologies and embraces process changes within a dynamic work environment.
· Interpersonal Skills: Ability to work well with others and be a great team player
Personal Attributes (e essential; d desirable)
· Attention to Detail: Maintains high levels of accuracy and thoroughness in all administrative and communication tasks.
· Proactive: Anticipates needs and takes initiative to resolve issues or improve processes without being prompted.
· Solution Focused: Approaches challenges with a constructive mindset, seeking practical and effective resolutions.
· Credibility: Demonstrates professionalism and confidence when engaging with senior leaders and external partners.
· Reliability: Being dependable and consistent in delivering high-quality work.
· Empathy: Communicates with sensitivity and understanding, fostering positive relationships across diverse stakeholders.
· Team Player: Collaborates effectively with colleagues across departments to achieve shared goals.
· Organisation: Plans and prioritises workload effectively to meet deadlines and support multiple concurrent activities.
· Credibility: Comfortable in dealing with Board and Executive teams and multi-agency partners and displaying a professional image.
· Adaptability: Responds flexibly to changing priorities, technologies, and organisational needs.
· Leadership:  Inspires confidence and guides others through coordination and oversight of key projects and initiatives. Flexibility: Adaptable to new technologies and embraces process changes within a dynamic work environment.
· Reliability: Consistently delivers high-quality work and can be depended upon to manage sensitive and critical tasks.
· Professionalism: Represents the organisation positively through polished communication and respectful engagement.
· Friendly and positive approach:  Demonstrates warmth, optimism, and a welcoming attitude in all interactions, creating a supportive and approachable environment that encourages collaboration and enhances stakeholder relationships. 
· Comfortable with ambiguity: Remains composed and effective when faced with unclear, evolving, or incomplete information, adapting confidently to shifting priorities and enabling progress in dynamic environments.
Tasks and Responsibilities (representative, not exhaustive)
· Diary management 
· Booking meetings (inc 121s, team meetings) 
· Liaising with other colleagues/EAs to coordinate meetings
· Meeting support 
· Creating agendas
· Booking rooms / refreshments etc 
· Booking travel 
· Agresso support 
· Credit card support 
· Expenses
· Inbox management 
· Support with all Communications Team admin-related tasks and processes (like invoices, budget logs, stock checks, placing orders, Reward and Recognition scheme support.
· Coordination of multiple diaries, 
· Prioritisation of correspondence and email traffic
· Being the face of the team
· Proactively delivering solutions
· Coordination of people plan activity – providing oversight of portfolio activities quarterly, using this to inform agendas and discussion points to ensure delivery of objectives
· Prepare for meetings with the Executive Team, Committee Meetings, colleagues, external partners, or vendors, by developing agendas and itineraries, booking rooms, arranging refreshments, ensuring attendees are well organised and productive.
· Utilise expert time management skills to conserve executive and senior management's time, ensuring optimal productivity and focus on strategic priorities.
· Handle correspondence by screening and managing emails, letters, telephone calls, and meeting requests, ensuring prioritised workload commitments and effective communication to ensure queries are dealt with promptly, efficiently, and provide an excellent service to colleagues and external stakeholders. 
· Conduct regular reviews of Communications Team materials, updating and ordering new stock as and when needed.
· Manage stakeholder relationships with partner organisations and coordinate conferences and events, ensuring successful collaboration and positive delegate experiences
· Supporting the coordination of National GameChangers inc meeting arrangements, agendas, minutes etc 

Behaviours and Values
At Community Integrated Care “how” you approach your work is just as important as “what” you do. With that in mind, we have outlined the key behaviours that we look for at each level in our charity. This role aligns with level 4 in our guide to behaviour. 

Job Evaluation
Internal Evaluation Level: 4





  							

  

Chief Corporate Services and People Officer


Director of People Operations


Director of Communications and Engagement


Executive Assistant
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