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The role
Key details
Hours:
Full-time, 35
hours per week
Duration:
Permanent
Salary:
Band 5 (£35,986 £39,774)*
*The starting
salary for this
role is £35,986
with the
potential to
progress based
on annually
reviewed
performance
Notice period:
Two months
Probation
period:
Six months
Place of work:
178-180 Edgware
Road, London,
W2 2DS
Reports to:
Head of Office

About the role
This new role will be responsible for day-to-day management
of the charity’s executive administration and related processes.
Importantly, the post holder will also manage the Chief Executive’s
diary and co-ordinate internal and external meetings.
Responsible for executive administration management on behalf
of the Head of Office, the focus will be to: manage and maintain
executive administration, ensuring this is effective and fit for
purpose; efficiently and effectively manage the Chief Executive’s
diary and meeting arrangements; arrange staff meetings and
events; draft template letters and documents on behalf of the
Head of Office and Chief Executive; communicate executiverelated information with staff in a way that is relatable and easy to
absorb; and provide monthly reports on executive administration
compliance levels.
The post holder will also work closely with the Head of Office to
support them with the delivery of: equality, diversity, and inclusion
[EDI] polices, initiatives and ways of working; recruitment of paid
staff; and the charity’s internal wellbeing programme.
Dedicated to continuous improvement of executive administration
services, you will be ensuring the Head of Office and Chief
Executive are well supported in their everyday roles. As a motivated
self-starter, your ability to think laterally and view administration
management holistically will be critical. You will be highly
interested in and committed to improving EDI and promoting
employees’ mental health. Working at Executive level, you will be
able to demonstrate the personal skills required to successfully
navigate situations that are sensitive, confidential and at times
uncertain. You will handle challenges and sensitive situations
effectively, with tact and fairness, and you will also have excellent
self-awareness of when to ask for guidance. You will be able to
evidence your ability to respectfully challenge existing ways of
working and demonstrate positive outcomes in relation to this.
You will be an independent, collaborative, reliable administration
manager with proven experience of information management. You
will possess excellent problem-solving skills, be highly organised,
methodical in your work plans, and able to work at the highest
levels of confidentiality.
You will be an experienced diary co-ordinator and minute taker,
preferably at Executive and Board level. Though excellent written
skills are vital for this role, we can provide minute-taking training if
this is not something you have previously delivered at Board level.
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Main duties

Main duties and responsibilities
•

Manage the administration of executive information and co-ordinate the Chief Executive’s
diary.

•

Arrange SMT and all staff meetings, to include minute taking and maintaining and driving
action logs.

•

Ensure executive administration systems operate smoothly and efficiently, including:
1) Recruitment

•

Assisting with short-listing, arranging interviews, issuing employment offers and contracts.

•

Carrying out pre-employment and DBS checks for charity staff and trustees.

•

Co-ordinating the staff onboarding and exit processes and system entries.

•

Working with the Head of Office and Head of Communication to create job packs and
executive collateral.
2) Equality, Diversity and Inclusion (ED), and Wellbeing

•

Systematic consideration of EDI improvement across all workstreams and interactions.

•

Assisting with targeted development of EDI and wellbeing initiatives as required.

•

Assisting with measuring success, including the development of KPIs for executive initiatives.

•

Co-ordination of wellbeing meetings, arranging the annual activity schedule and managing
the internal wellbeing email inbox.
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•

Monitoring the progress of wellbeing initiatives, ensuring activity aligns with the agreed
schedule and monitoring, and reporting to the Head of Office on an agreed budget.
3) Administration systems

•

Maintaining executive administration, actively improving systems as standard.

•

Ensuring consistent compliance with data retention requirements.

•

Reporting on HR administration compliance levels, including chasing for completion.

•

Improving staff understanding of administration functions, processes, and requirements.

•

Making recommendations for administration software, systems, processes, and procedures.

•

Maintaining employee personal files and data relating to annual appraisals, learning and
development and staff onboarding and exit.
4) Policy and associated process

•

Assisting with maintenance and review of the Employee Handbook, policies and procedures.

•

Effective communication of policies and procedures as required, including assisting with the
delivery of internal information sessions.

•

Providing knowledgeable support and guidance for line managers and line reports in the
context of accessing and understanding the employee handbook content.

•

Keeping up to date with changes to business administration best practice and legislation.

•

Making regular suggestions for improvement and alignment of charity policy and procedure,
ensuring all staff are treated equally and fairly.
5) Executive support

•

Supporting the Chief Executive as required, including diary management.

•

Organising events, such as staff away days and socials.

•

Minute taking for Board of Trustee meetings and other key committees and groups,
ensuring follow-up actions are completed.

•

Systematically collating and despatching meeting papers, arranging catering, inviting guests
and external speakers.

•

Representing the Head of Office as requested, during instances of grievance or on sensitive
matters, seeking advice and guidance.

•

Acting as fire marshal, first aider and key holder for the charity’s main office.

•

Providing cover for the Office Services Manager as required.
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General duties
•

Maintain accurate records for stakeholders, including communication history, adhering to
our data protection obligations and records management principles

•

Take an active part in department and whole charity team meetings, contributing agenda
items and undertaking assigned actions as required

•

Take an active part in and collaborate with colleagues across the charity’s work, bringing your
own experience and perspective so that we harness the value of our shared contributions

•

Participate in regular supervision, objective-setting/monitoring and actively engage in your
own job-related development throughout the year

•

Champion the charity’s Code of Behaviour and act as a role model, ensuring that our safeguarding and other key policies and procedures are adhered to at all times so as to protect
the people we work with and our reputation.

A job description does not constitute a ‘term and condition of employment’. It is provided only
as a guide to assist the employee in the performance of their job. The charity is a fastmoving
organisation and therefore changes in duties may be necessary from time to time. The job description is not intended to be an inflexible or finite list of tasks and may be varied from time to
time after consultation/discussion with the post holder.
Personal development
The Head of Office will agree annual objectives and a personal development plan, which will
include training as an essential part of the job. All staff are required to complete mandatory
training online.
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The person
Working with people
•

You must have well-developed peer-to-peer influencing and collaboration skills, with
experience of successfully engaging with and motivating colleagues.

•

You will have strong communication and interpersonal skills, with a strong ability to build
positive, collaborative relationships with colleagues, partners and visitors.

•

You will be able to work efficiently as part of a team that is based across various locations,
ensuring all colleagues are treated equitably and with care and respect.

Experience
•

You will have experience of administration management at senior level.

•

You must have experience of managing highly confidential and sensitive information.

•

You must have experience of senior level diary management and high-level minute taking.

•

You will have experience of using digital systems to ensure efficient record keeping and
accurate data entry.

•

You will be able to gather and sort information for the purposes of reporting and sharing in
accessible formats.

•

You will be able to demonstrate experience of self-initiated improvement to administration
systems and practices.

•

You will have experience of working with employment related policies and procedures.

•

You will be excited about contributing to the creation and delivery of EDI and Wellbeing
initiatives.

•

You may have experience of delivering a staff wellbeing programme or activities, preferably
as part of a working group.

•

You may have experience of delivering EDI initiatives, preferably as part of a working group or
support network.

•

You may have experience working within a charity or health related organisation.

Workplace expectations/skills
•

You must be an excellent administrator, with high levels of organisation and lateral thinking.

IMPERIAL HEALTH CHARITY - EXECUTIVE ADMINISTRATOR JOB PACK

•

You will have excellent communication skills, verbal and written.

•

You will have the ability to pick up, retain and apply multiple layers of information using
lateral thinking, whilst maintaining accuracy.

•

You will be able to remain calm under stress and handle sensitive matters with consideration
and care.

•

You will have experience of working as a team towards targeted objectives and with a unified
voice.

•

You must be able to prioritise competing demands effectively and be confident juggling
multiple requests, sometimes with short deadlines or changing priorities.

•

You must be able to demonstrate high standards of professional conduct, acting with
integrity in line with our values and behaviours at all times.

•

You will be a team player who puts colleagues’ needs first, seeking to support the
achievement of our wider team and organisational objectives.

•

You must be able to work flexibly in order to fully meet the requirements of the job and your
role objectives.

•

You may be trained in mental health first aid at work, first aid in the workplace and fire
safety.

About you
•

You will be an organised and approachable individual, who is keen to engage with
colleagues and provide excellent office and executive-related administration services.

•

You will have a strong commitment to actively improving diversity and inclusion across all
your activities and interactions, enshrining the principles of equity within your day-to-day
work and the organisation as a whole.

•

You will be able to demonstrate a commitment to maintaining and improving the experience
of our employees and those we engage with.

•

You will enjoy looking for opportunities to enhance services and ways of working.

•

You will enjoy a fast-paced and results-oriented style of working, using your initiative to get
things done efficiently and to a high standard.

•

You will have no envisaged barriers to obtaining DBS disclosure.
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How to apply

Visit our website
to find out more
about our current
job opportunities.

Further details about this role, including our online application
form, can be found at:
www.imperialcharity.org.uk/about-us/join-the-team
The closing date for applications is Sunday 31 July at midnight.
Interviews will take place on Tuesday 9 August.
Please note:
All job offers with Imperial Health Charity are subject to
satisfactory pre-employment checks and references. The DBS
check level required for this role is enhanced.
Please ensure that one of the referees you provide is your
most recent employer. Professional contact details should be
provided for referees where possible (i.e. company/org emails
and or HR departments).
Imperial Health Charity reserves the right to close job adverts
early if sufficient applications are received prior to the
advertised closing date.

