Job Title: Executive Assistant to the CEO

Location: Hybrid working with office base being at Woodbine Cottage, Prestonpans East Lothian EH32 9WU

Job Type: Full-Time

About ELCAP  
At ELCAP, we are dedicated to enhancing the quality of life for individuals with learning disabilities, physical disabilities, and mental health challenges and their families in our community. Guided by our core values of kindness, understanding, communication, care, adaptability, and compassion, we strive to create meaningful change and positively impact the lives of those we serve.

Job Description  
As the Executive Assistant to the CEO, you will play a pivotal role in supporting the CEO and the board of directors; you may also be required to support senior leadership. Your expertise will help shape our vision and manage daily operations alongside strategic initiatives. We are seeking a proactive, detail-oriented individual with exceptional communication skills and the ability to multitask while demonstrating a strong commitment to our mission and values.

Key Responsibilities  

1. Administrative Support  
Manage the CEO’s calendar, efficiently scheduling internal and external meetings with colleagues, stakeholders, donors and commissioners.  
Prepare and organise board, committee, and leadership meetings, ensuring all necessary documents, including agendas, presentations, and reports, are aligned with ELCAP’s charitable goals.  
Track action items during meetings, clearly defining and assigning responsibilities. Following each meeting, compile comprehensive reports summarising discussions, decisions, and action points.  
Coordinate travel arrangements for the CEO, ensuring seamless logistics for fundraising events and community engagements.



2. Communication  
Serve as a primary point of contact for internal and external communications, screening calls and emails while responding on behalf of the CEO when appropriate.  
Draft and proofread correspondence, grant proposals, reports, and other documents to maintain a high level of professionalism and accuracy.  
Work with the board and senior team on communication strategies that enhance ELCAP's public image, including press releases, content for newsletters, and social media to ensure consistent messaging and branding.

3. Public Relations and Communications  
Support the CEO in managing relationships with media representatives and community partners to promote ELCAP’s initiatives.  
Assist in organising and promoting events that enhance ELCAP’s visibility and fundraising efforts, including donor appreciation events and public appearances.  
Monitor and report on media coverage related to ELCAP, providing insight into public perception and engagement opportunities.

4. Project Management  
Assist the CEO and leadership team with special fundraising, outreach, and community engagement projects through research, data collection, and analysis.  
Track project timelines and deliverables, ensuring deadlines are met in alignment with ELCAP’s mission.

5. Confidentiality and Discretion  
Uphold confidentiality and integrity in all interactions, fostering trust and maintaining strict confidentiality regarding sensitive information.  
Organise and maintain an efficient filing system for important documents, ensuring compliance with confidentiality and data protection standards.


6. Team Collaboration  
Coordinate with team members and volunteers to ensure alignment on organisational objectives and initiatives while promoting ELCAP’s values.  
Actively participate in team meetings and contribute to discussions on project updates and strategies for community impact.

Personal Specification  

Essential Qualifications  
Degree in Business Administration, Nonprofit Management, Communications, or a related subject.  
Proven experience as an executive assistant or in a similar role, preferably within a nonprofit or charitable organisation.

Essential Skills  
Exceptional organisational skills with the ability to manage multiple priorities and tasks simultaneously.  
Excellent verbal and written communication skills, including proficiency in drafting business correspondence and grant materials.  
Advanced proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and familiarity with project management tools.

Personal Attributes  
Strong attention to detail with a commitment to quality and accuracy.  
A proactive and resourceful approach to problem-solving within charitable initiatives.  
Ability to work independently as well as collaboratively within a team environment.

How to Apply  
If you meet the qualifications and are passionate about making a difference, please submit your CV and a cover letter outlining your relevant experience that also links to the job description and personal specification. 
