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JOB DESCRIPTION
Job Title:	Executive Assistant   
Location:	The Port, Cheltenham
Line Manager:	Executive Team Lead

The role 

To support the Executive Directors and the Executive Support Team as directed to ensure that the company goals and objectives are met, and operations run smoothly. 


Key Accountabilities 

Administrative support: 
· Manage complex scheduling and calendar management to maximise time utilisation. 
· Manage Executives’ travel logistics and activities, including accommodation and travel and off-site meetings and events. 
· Acting as a gateway to ensure the Exec’s time is used effectively to keep on track with daily schedules. 
· Pro-active management of inbox: monitoring emails where appropriate and highlighting any matters that require immediate attention. 
· Share information in a timely manner with the Exec and Executive Team Lead. 
· Management of monthly expenses and credit card submissions. 
· Assisting the Executive Support Team with administrative and ad hoc task support as required. 
· Providing cover when the Executive Team Lead is away from the office.  
· Providing support to the Executive Team Lead and EA Team when required. 
 

Skills and Experience  

Essential: 
· Proven EA/PA experience supporting multiple Directors.  
· Experience working in a fast-paced, high-pressured environment.  
· Excellent IT skills and understanding of frequently used software such as Microsoft Office. 
· Exceptional communication skills and attention to detail. 
· Ability to prioritise and multitask effectively. 
· Strong time-management skills and an ability to organise and coordinate multiple projects whilst being able to work under pressure and reach deadlines. 
· High levels of flexibility and adaptability, willing to adapt to change and challenges. 
· Maintain professionalism, diplomacy and strict confidentiality. 
 
Desired: 
· Experience of running an office. 
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