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Job Description
Job Title:

Board Secretary & Executive Assistant
Location:
Mix of flexible working: base at Headquarters, Glasgow and temporary home working
Reports to:
Chief Executive
Hours:
35 hours including some out of hours attendance at meetings
Salary: 
£26,000 - £32,000

Overall Purpose of the Role:

A confidential Board secretarial and Executive administrative role, this position will sit at the heart of strategic decision making and operations within MND Scotland, providing support to the MND Scotland Executive and Board of Trustees 
Key Responsibilities:
· In liaison with CEO and Board/Sub-Committee Chairs, schedule all Board and Sub- Committee meetings and prepare, collate and issue agreed agenda and papers to Board and Sub-committee members.
· Attend all Board and Sub-committee meetings, taking an accurate minute and agreed actions for attendees including Board Trustees.
· Co-ordinate responses to Board and Sub-committee minutes and actions, liaising with wider Trustees and MND Scotland team as required.
· Provide comprehensive secretarial support to the CEO and other members of the senior team as directed, attending meetings, taking minutes and following up as required on actions and outcomes as required.
· Management of incoming queries and inbox for the CEO dealing with any answerable queries directly. Prioritise and escalate those that need direct attention from the CEO.
· Support the CEO with correspondence to all stakeholders.
· Manage CEO’s diary and appointments effectively.
· Handle confidential information on behalf of the CEO and Board including financial and employee reports.
· In liaison with the CEO, support Board level recruitment activities.
· Act as a point of contact for Board members’ enquiries in relation to organisational matters.
· Maintain and update relevant databases and document management systems with accurate information as directed by the CEO and other senior colleagues.
· In liaison with the Company Secretary, comply with all legal requirements as they pertain to Board governance.
· Respond to complaints after consultation with CEO.
· Arrange room bookings for external Board meetings and strategy sessions, ensuring that all equipment is in place.
Person Specification:

	
	Essential
	Desirable

	Education & Qualifications
	· Good standard of further education and relevant qualification

	Qualification in business and administration

	Experience & Job Knowledge


	· Previous secretarial experience in an equivalent position.
	Experience working within the third or charity sector 

	Job Related Skills / Competencies
	· High level of literacy and numeracy

· Ability to prioritise and work on own initiative
· Proficient IT skills including working knowledge of Microsoft office
· Strong interpersonal skills and the ability to deal with a wide variety of contacts such as the Board of Trustees, senior managers, key supporters, MSPs, and other partners
· Excellent organisational skills 
· Attention to detail – ability to provide accurate analysis, data and draft reports
	Ability to actively learn, understand and use different systems 

	Personal attributes
	· Positive, proactive attitude and reliability under pressure
· Act with diplomacy and tact
· Integrity – an appreciation and ability to handle sensitive data and maintain confidentiality
	

	Additional relevant criteria
	· Full UK manual driving licence
	




