Executive Assistant
Hours: 21 hours per week, over 4 days
Salary: £16 per hour, plus 5% employer pension
Contract: Fixed term for 2 years; continuation subject to funding.
Leave: Holiday entitlement: 5.6 weeks pro rata (equals 117.6 hours per leave year for this 21-hours-per-week role).
Responsible to: Executive Director

About the role
As Door in the Wall Arts Access CIC grows, we are looking for an organised, proactive and dependable Executive Assistant to work closely with the Executive Director and help keep the organisation running well behind the scenes.
This is a new role. You will help manage priorities, communications, meetings, administration and governance, making sure information is organised, actions are followed up and important tasks do not get lost.
The role combines direct support to the Executive Director with wider organisational administration. This will include managing diaries and meetings, keeping track of actions and deadlines, maintaining records, supporting Board administration and helping colleagues with routine administrative tasks.
We are looking for someone who likes keeping track of things, creating useful systems and making sure tasks are followed through. You will need to be comfortable working independently, using your judgement and building good working relationships with colleagues and external contacts.

Key Responsibilities
Executive Support
· Manage the Executive Director's diary, scheduling and forward planning.
· Coordinate meetings, including invitations, joining information and follow-up actions.
· Help manage correspondence and inbox activity.
· Draft routine correspondence and communications where appropriate.
· Keep track of actions, deadlines and commitments.
· Provide practical administrative support so that the Executive Director can focus on leadership, partnerships, fundraising and strategic work.

Organisational Administration
· Maintain organisational records, systems and administrative processes.
· Keep digital filing systems, templates and organisational documents organised and up to date.
· Support recruitment and onboarding administration.
· Maintain records relating to contracts, agreements and other organisational requirements.
· Support colleagues with routine administration and coordination.
· Act as a first point of contact for routine enquiries.

Board and Governance Support
· Coordinate Board meeting dates and practical arrangements.
· Prepare and circulate meeting papers.
· Take accurate minutes and keep records of decisions and actions.
· Follow up actions arising from Board meetings.
· Keep governance records and documentation up to date.

Programme, Event and Communications Support
· Provide administrative support to the Creative Producer where needed.
· Assist with booking systems, participant communications and event logistics.
· Issue standard agreements and maintain associated records.
· Support routine website updates and organisational communications.
· Proofread and format documents, webpages and other communications.
· Help make sure organisational information is accurate, accessible and up to date.

How the Role Fits Within the Team
The Executive Assistant's primary role is to support the Executive Director, helping them manage priorities, commitments, communications and administration effectively.
The role will also provide wider administrative support across Door in the Wall Arts Access CIC where needed, particularly where this helps information, actions and organisational processes run smoothly.
Responsibility for programme delivery, artistic decision-making, financial management and organisational strategy remains with the relevant members of staff. The Executive Assistant may support these areas administratively but is not responsible for leading them.

Person Specification
Essential
We are looking for someone who:
· Has experience in an Executive Assistant, Personal Assistant, Office Manager, Senior Administrator or similar role.
· Is confident managing diaries, meetings and correspondence.
· Has excellent organisational skills and attention to detail.
· Can manage several priorities and follow tasks through to completion.
· Communicates clearly, professionally and warmly.
· Is confident working independently and using initiative.
· Can build positive working relationships with a range of people.
· Is comfortable following up on actions and asking people for information when needed.
· Uses good judgement and knows when something needs to be escalated.
· Is confident using digital systems and learning new software.
· Can handle confidential and sensitive information appropriately.
· Is adaptable and comfortable working in a small organisation.

Desirable
Experience of:
· Trello or similar project management systems.
· Website administration or online booking platforms.
· Social media scheduling tools.
· Working in the arts, charity, community or voluntary sector.
· Accessibility, disability-inclusive or neurodiversity-informed working practices.

What Success Would Look Like
Once you are settled into the role, we would hope that:
· The Executive Director has reliable and proactive administrative support.
· Actions, deadlines and commitments are being followed up consistently.
· Organisational records and systems are accurate and up to date.
· Board and governance administration is running smoothly.
· Colleagues can get administrative support when they need it.
· The Executive Director has more time to focus on strategic leadership, partnerships, fundraising and organisational development.


