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Job Description
	Job Title: 
	[bookmark: _Hlk219732559]Executive Assistant to Chief Executive Officer and People Director

	Reporting to:
	Chief Executive Officer and People Director

	Location: 
	Home based 



	Main Purpose	

	[bookmark: _Hlk219732768]The Executive Assistant will have responsibility for supporting the Chief Executive Officer and People Director with diary management, board planning and minutes and other administrative tasks as well as support the wider Executive Team and efficient running of the Aurora Group Central office. 



	Key Accountabilities	

	· [bookmark: _Hlk219732814]Provide comprehensive administrative support to the Chief Executive Officer and People Director
· Provide additional administrative support to the wider Executive Team and Operations Directors.
· Provide extensive diary management support including set up site visits, Teams meetings, hotel bookings and face to face meetings as required.
· Provide administrative support, including minute taking in meetings and projects.
· Prepare documents, reports and presentations as required. 
· Lead the organisation of meetings and events across the UK and at the Central office.
· Ad hoc duties as and when required in line with role and responsibilities.



	Key Duties

	· Assist with diary management for the Chief Executive Officer and People Director including, arranging meetings, booking travel and accommodation arrangements on their behalf and completing personal expenses and corporate credit card submissions 
· Assist with day to day administrative duties including collating data, formulating reports and documents and provide support with the monthly Executive Board and main board pack.
· Distribute written materials and communication on the behalf of the Chief Executive Officer and People Director via email, in writing or on one of the online information sharing portals.
· Provide administrative assistance with a range of confidential tasks for the wider Executive Team for Aurora 
· Support the Operations Directors and wider central services during peaks in workload for instance diary management, finance data entry, compilation of compliance/governance documents and other reports etc.
· Provide administrative assistance for special projects, working closely with the Project Manager to arrange meetings, minutes, agendas and supporting documents.
· On occasions attend meetings (in Central office and virtually) in order to take and provide accurate notes and actions for distribution.
· Lead the organisation and planning of special or large events including conferences, away days and staff parties. 
· Provide timely and accurate data entry, in particular raising purchase orders on the finance system and following the correct procedures.  
· Assist with the maintenance of clear and effective filing both electronic and physical records in adherence to GDPR and The Aurora Group policies. 
· Complete all duties and responsibilities professionally and in line with Aurora’s values and ethos as a front facing Aurora staff member.



	Knowledge, Skills and Experience	

	· [bookmark: _Hlk219732922]Good level of literacy and numeracy, attention to detail and data accuracy are essential (GCSE C or above to include English and Maths). 
· Demonstrable experience of working in a similar role.
· Experience of working in a multi- site and complex organisation, ideally care or education.
· Computer literacy – Excel, Word, Outlook, Access, Powerpoint and aptitude to learn and use a range of databases once trained.
· Accurate typing, touch typing desirable.
· Organised, good time management. 
· Ability to manage own time to deal with multiple tasks. 
· High levels of interpersonal ability with excellent written and verbal communication and customer service focus.
· Maintain a high degree of confidentiality with regard to sensitive issues and data concerning members of staff and all stakeholders. 



	Requirements of Role	

	· Ability to travel to sites on occasions
· Enhanced DBS



	Additional Information	

	As part of the Aurora Group everyone is:
· expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures
· required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time
· required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.
· Required to promote The Aurora Group’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively.
· The Aurora Group takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children and young adults. Therefore, everyone employed by the Aurora Group is expected to share this and act accordingly by applying organisations policies and procedures and attending regular safeguarding training.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed and amended periodically to ensure it remains appropriate for the role.
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