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	Position:
	Executive Assistant to the Senior Leadership Team 

	Hours:
	Full-time or part-time considered (FT is 35 hours per week)
Fixed term contract for one year initially, with possibility of extension

	Salary:
	£24611 - £27082

	Department:
	Operations Team

	Responsible to:
	Head of Operations

	Responsible for: 
	N/A

	Based:
	Glasgow



	Core Function:

	[bookmark: _Hlk71235910]The Executive Assistant will provide expert level administrative support to the Senior Leadership Team (SLT). The successful candidate will have responsibility for:
· Proactively managing the administrative requirements of the SLT
· Providing administrative support to key areas of the business, including finance and HR
· Supporting IT systems and processes, acting as a first point contact for staff and liaising with SSF’s external IT company and suppliers
· Providing secretarial support for meetings of the SLT, Board and its sub-committees
· Ensuring organisational systems, processes, policies, and procedures are effectively maintained, reviewed, and adhered to
· Acting as the main point of contact for office suppliers, including stationery and equipment



	Duties:

	People 

	1. Administration and maintenance of HR processes and record keeping, including annual leave and TOIL
2. Support the administration of staff recruitment and induction, supporting the SLT to ensure all HR processes implemented and appropriate paperwork complete
3. Draft letters and contracts on behalf of the SLT
4. Oversee HR record keeping, including upkeep of personnel files
5. Responsible for the management and administration of PVG system, including counter-signatory responsibility
6. Support the administration of SSF’s child protection and safeguarding procedures
7. Support the Head of Finance with collation of monthly payroll information
8. Keep records of staff training, learning and development
9. Support the administration and scheduling of staff training

	Partnerships

	1. Lead on relationships and ordering with all office suppliers, including stationery and equipment
2. Management of operational partnerships such as office premises/utilities and IT suppliers

	Product Development 

	1.  Support the senior team with administrative tasks relating to the development of new products and services as required

	Service Delivery

	1. Be a first point of contact for enquiries via phone and email, providing advice and information, and signposting to relevant information or team members
2. Support systems and processes for organisational monitoring, evaluation, and reporting, including data collection, collation, and analysis in preparation for reporting
3. Produce a quarterly operational report highlighting operational progress vs. strategy


	Infrastructure 

	1. Assisting with finance system processing and financial procedures
2. Support use of IT systems and processes across the organisation, including SharePoint and Performance Management system
3. Support CRM system implementation and maintenance
4. Dissemination of agendas, minutes, and papers for meetings of the SLT, the Board, and its sub-committees
5. Proactively manage the preparation of agendas and draft papers in advance of meetings
6. Attendance at senior level meetings, including taking minutes
7. Support the development and review of policies and procedures of the organisation to comply with relevant legislation and professional standards and ensure they are disseminated to the full team
8. Responsible for updating and development of administrative forms across SSF in conjunction with the SLT and Managers
9. Organise and store physical and digital documents, create and maintain filing and other office systems
10. Organise travel and accommodation for the SLT
11. Support completion of expenses for the SLT
12. Maintain SSF’s asset distribution register
13. Proactive diary management for the SLT, including resolving meeting conflicts and handling multiple requests
14. Adhere to all health and safely, child protection, and GDPR requirements 
15. Attend weekly team meetings to update and progress and allow for collaborative working
16. Ensure that confidentiality is always maintained while working within the policies of the organisation

	Marketing 

	1. Ensure all external communications follow SSF Brand Guidelines
2. Support marketing campaigns of the organisation

	Business Development 

	1. Support the enterprise development strategy of the organisation

	Funding 

	1. Identify opportunities for operational running cost savings
2. Support with content for fund applications 
3. Support planning and organisation of SSF Annual Awards night 
4. Support and champion all SSFs fundraising campaigns 








Person Specification
	Knowledge / Experience / Skills
	Essential/Desirable

	Relevant professional qualification (e.g. business management, secretarial studies) or equivalent experience
	E

	Excellent organisational and administrative skills
	E

	Experience developing and/or maintaining systems, processes, and procedures
	E

	Excellent communication skills, both verbal and written
	E

	Ability to work as part of a team with differing responsibilities and workloads
	E

	High level of attention to detail
	E

	Tact, discretion, and respect for confidentiality
	E

	Reliability and honesty
	E

	Excellent customer relation skills, including professional / courteous telephone manner
	E

	Ability to plan own work, use initiative, and meet deadlines
	E

	Excellent IT skills, including use of Microsoft Office packages
	E

	Experience using financial accounting software, e.g. SAGE, Xero
	D

	Experience supporting and maintaining IT systems
	D

	Experience of data collection, analysis, and dissemination to aid organisational monitoring and evaluation
	D

	Experience of project monitoring and record keeping
	D

	Experience of reporting to and working with directors and senior leaders
	D

	Passion for SSF’s vision, mission, and values
	D



image1.gif
scottish sports futures




