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	Job Title
	Personal Assistant to the Finance Director & Director of People

	Responsible to
	Finance Director and Director of People

	Responsible for
	Central Office Reception and administrative support to the Finance Team 




	Our Values
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 We believe in each other
We learn together to be our best
We spark imagination
Respect is our
starting point







	Role Purpose

	     
The Finance Director is a member of the Senior Leadership Team (SLT) and oversees the Finance, Property, and IT Teams. The Finance Team is based in Leatherhead and the FD requires senior support in day-to-day matters, including administrative support for himself and the wider Finance team and in managing the basic administration of the Head Office in Leatherhead. The Director of People is home-based and requires senior support in day to day matters including administrative support. 


	Main Purpose

	The post holder will be responsible for supporting the administration of the Finance Director, administrative support to the Finance Team and managing the administration at the Central Office, Wesley House. To provide general administrative duties, dedicated diary management, arranging meetings, minute taking, liaising with internal and external colleagues and stakeholders. Flexibility and an ability to prioritise workloads is key.


	PA Support to Finance Director 

	· To provide high quality and accurate administrative support.
· Dedicated diary management for the Finance Director.
· Collate and organise information and assemble a range of reports in preparation for briefings and meetings.
· Book and arrange meetings & meeting rooms.
· Disseminate information and reports ahead of meetings.
· Collate information from various sources to input weekly in to associated trackers.
· Liaise effectively with the leadership team, staff and within the wider organisation.
· Managing Procurement relationship with Quills dealing with home queries.

	Administrative Support

	· Review, sort and allocate the daily post received at Wesley House
· Review and respond to emails sent to the enquiries mailbox
· Take calls to the switchboard and pass on messages to relevant staff
· Manage the booking of meeting rooms at Wesley House.
· Maintain the Service Contact list detailing SeeAbility sites and contact details.
· Preparation of ID cards for new starters
· As directed by the Finance Director, organise events and meetings, ensuring smooth running.
· Assist with preparation of annual insurance renewal documentation.
· Maintain annual insurance documentation in SeeAbility Library.
· Respond on behalf of Finance Director to routine administrative enquiries.
· Assist with preparation of Annual Life Assurance submissions.
· Assist Finance Director in company secretarial and Charity commission correspondence.
· Assist Finance Director in production of Annual Report and Accounts.
· Work closely with the PA to CEO in communications with Trustees
· Manage the issuing of credit cards and maintenance of credit card limits.
· Manage the administration of the organisation’s vehicle fleet ensuring vehicles are taxed and have valid MOT’s.
· Ensure confidentiality is maintained at all times.
· Prioritise own workload to ensure all required outcomes are met.
· Conform with the Data Protection Act and IT Policy.
· Parking permits Wesley House & Ringo top ups
· Printing and posting for Finance Team (eg ML/CL)
· Distribution of Worklife Magazines
· Stationery orders
· Providing assistance to homes in raising PO’s for Quills orders
· Provide cover for Productivity Report when Operations Team Coordinator is on leave
· For Director of People, Assistance with calendar bookings, expenses, venue booking

	Facilities, Finance & Growth

	· Manage complex diaries, appointments and meeting schedules for the Finance Director and Director of People.
· Coordinate internal and external meetings, including booking venues, arranging papers and supporting attendees.
· Take accurate minutes and track actions through to completion.
· Prepare reports, presentations, spreadsheets and correspondence using Microsoft Office applications.
· Provide administrative support to the wider Finance team.
· Manage Central Office Reception, ensuring a professional and welcoming environment for visitors.
· Act as a key point of contact for internal and external stakeholders.
· Support departmental projects and initiatives as required.
· Assist with maintaining effective office systems and administrative processes.
· Prioritise workload effectively to meet competing deadlines and business needs.


	Person Specification

	
	Knowledge and Qualifications
	Essential:
· Good level education with good written and numeric skills
· IT literate and conversant with Microsoft office and Outlook at a high standard


	Experience
	Essential:
· Experience of working for two or more Directors or senior managers
· Experience of providing comprehensive admin support including

	
	Desirable:
· Experience within a charity, healthcare or social care environment 
· Experience supporting finance or people functions

	Skills and personal attributes
	Essential:
· Ability to undertake tasks maintaining a high level of accuracy
· Effective time management
· Good organisational skills
· Ability to communicate effectively with multiple stakeholders
· Assertive
· Flexible
· Ability to maintain confidentiality
· Friendly “can-do” attitude
· Strong customer service focus
· Change Management skills


	Other
	Essential:
· Ability to work from SeeAbility's Central Office in Leatherhead.
· Occasional travel to SeeAbiity sites, London for meetings.
· Commitment to SeeAbility's values and behaviours.

	
	Desirable:
· Car Owner/driver 
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Live. Love. Thrive. Belong.




