QUEEN ELIZABETH’S FOUNDATION FOR DISABLED PEOPLE

BRAIN INJURY CENTRE

JOB DESCRIPTION

JOB TITLE:

Executive Assistant & PA to the Principal 

DEPARTMENT AND LOCATION:

Brain Injury Centre, Banstead

Independent Living Services, Leatherhead

REPORTS TO:

The Principal/Head of Registered Operations
MAIN FUNCTION OF JOB

To provide Personal Assistant support to the Principal.

To undertake projects related to the two Centres and their work.

To ensure and maintain effective contact and communication with the world of Acquired Brain Injury and Physical and Learning Disabilities.
MAIN DUTIES

These will include:

· Handling all communications, both internal and external ensuring that urgent and sensitive material is brought to the Principal’s attention immediately.

· Organising and attending Centre and Operational Management Meetings, taking notes and distributing.

· Organising and attending regular staff meetings, taking minutes, in both centres and distributing.

· Speaking for the Principal, in her absence, as appropriate and when authorised to do so.

· Managing new projects initiated by the Principal and the Centres’ Management Teams relating to the work and development of the Centres.

· Organising and managing Open Days and Study Days at the Centres for associated professional groups and organisations.
· Taking the initiative in bringing to the attention of the Principal any known good practice in the relevant fields of disability or any other matter of potential benefit to QEF.
· Exploring and developing marketing opportunities for all the activities of the Brain Injury Centre and Independent Living services.
· Liaising with the Fundraising and Marketing Department for raising funding for projects at the two centres.
· To work closely with other members of the Centre Management Teams to ensure the smooth running of the Centres.

· To undertake any reasonable task as required by the Principal.
RESPONSIBILITIES FOR STAFF/OUTPUT/EQUIPMENT/ASSETS

High level of responsibility for confidential and business information.

PROBLEM SOLVING/DECISION MAKING

The requirement is for someone with the skills and confidence to make considered decisions within the area of designated responsibility.

WRITTEN AND VERBAL COMMUNICATION

High level of both written and verbal communication in the post holders own role, at both internal and external levels and on behalf of the Principal is an essential feature of the post.

Confidence to communicate with professional and specialist staff within the acquired brain injury/physical & learning disability world is essential. 

TOOLS AND EQUIPMENT USED

Usual office equipment including Word, Excel and Powerpoint.

DEGREE OF DEXTERITY REQUIRED

Competent IT skills and the ability to create a positive working environment.
PHYSICAL AND MENTAL EFFORT

The post-holder must have the ability to initiate their own structure and work to a brief.

It is essential that the post holder is assertive, approachable and understanding of the sensitivity surrounding the nature of the work of the two Centres.
A flexibility in approach to their work environment

The post holder must have the ability to produce prompt and accurate work, with a keen eye for attention to detail 
EDUCATION\QUALIFICATIONS REQUIRED

Qualification or substantial experience in computer literacy, with a good working knowledge of current relevant software, databases etc.

EXPERIENCE REQUIRED

Experience of working with a senior management team in either participatory or supportive role.

Experience of using own initiative successfully.

Experience of handling confidential material.

Experience of working with or around people with a disability is a distinct advantage.

Signature of employee:

Signature of Line Manager:
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