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Job Title:

Executive PA & Business Support Officer

Office base:

YSS Head Office, Elmley Lovett, Droitwich Spa
Hours:


37 hours 
Grade:


SCP 22- 25, £19,621 - £21,519 pa 
Contract:

Permanent
Reporting To: 
Finance and Business Support Manager
Key Responsibilities

This is an important position in YSS providing a range of services to support key functions within the organisation. The key functions are grouped into 4 areas with each area containing specific tasks essential in the smooth day to day running of the organisation

1.
Executive Administration
2.
Communications and PR
3.
I.T. and Equipment 

4.
Health and Safety
Executive Administration
· Full PA duties for the Chief Executive and Director of Operations (These include the co-ordination, drafting and updating of reports, preparation of presentations and key project management tasks) 
· Co-ordinate and attend BMG and BDG (Business Management Group and Business Development Group) meetings and other strategic meetings with partner agencies as required.
· Take comprehensive minutes of BMG, BDG and other strategic partnership meetings that fully reflect the organisational context and strategy of YSS. Maintain a list of key action points and support appointed lead managers in support of these actions.

· Maintain all Project Contract Files, ensuring these are regularly maintained and consistent. To include all copies of contracts, service level agreements, finance returns, project information returns, audit and assessment reports, contract reviews, etc. 

Communications administration
· In conjunction with the web-site consultants to assist in the development and thereafter the maintenance of the YSS Web Site and micro-sites, ensuring it is up to date and factually correct.
· In conjunction with the web-site consultants to develop a YSS Intranet and thereafter to maintain and update. 
· To be the main point of contact for social media updating on You Tube, Twitter and Facebook.
· To produce or purchase (as required) all YSS PR materials. (Sourcing, developing and commissioning of banners, displays, videos, information packs, logo’s, etc)
· Maintain the electronic YSS library for all organisational forms, communication and PR materials. Ensuring these are updated, are consistent and factually correct.

· Take the lead on co-ordinating all YSS events, seminars and training activities to include invitations, bookings, registration, venue identification, venue set up, event materials, feedback, etc.
· Edit, produce and circulate the YSS monthly newsletter and the YSS annual report
· To co-ordinate and publish all press releases.
I.T. & Equipment
· To direct YSS staff to or liaise with the IT Support company for all I.T. related support issues.
· To arrange the purchase, implementation and maintenance of new/existing I.T. equipment, systems and software.
· Maintain accurate equipment records to ensure all IT equipment is logged, accounted for and disposed of appropriately.

· To assist in the implementation of any YSS I.T. based staff training needs.
· Under the direction of the Finance and Business Support Manager and with support from the Finance Administrator co-ordinate the use of all office and communications equipment to include photocopiers, printers, mobile phones, phone lines, broadband connections, franking machines, etc. Liaise with suppliers, manage contracts and ensure the smooth running of offices.
Health and Safety

Take the organisational lead for the YSS Health and Safety Policy and for implementing Health and Safety Practice 

· Co-ordinate the annual YSS Health and Safety Inspection
· To co-ordinate and implement all aspects of Office Based Health and Safety policy and systems for YSS head Office and to co-ordinate all aspects of office based Health and Safety for other YSS offices at Wellington, Stoke and Carden St. To liaise with Peninsula business services in this respect.

Any other duties as required

The post holder is required to undertake any other reasonable duties as required. YSS is a fast developing organisation and retains the right to alter or add to this job description following consultation with the job-holder, whilst retaining the overall character and level of responsibility in the role.
	Person Specification – Executive PA/Corporate Support Officer

	Essential
	Desirable

	Qualifications

· Numeracy and literacy to GCSE standard or equivalent.


	Qualifications

· L2/3 in Business Administration

· ECDL  or equivalent

· Educated to A level, HND level

	Mobility 

· Ability to work occasional weekends and early evenings on a flexible basis where required.

· Ability to travel throughout the West Midlands to other YSS and partner agency offices 
	

	Knowledge

· Knowledge of office and administration functions/systems

· Understanding of health and safety in the workplace.

· Experience of working in a marketing and communications function.
	Knowledge
· Understanding of public and voluntary sector working environment
· Project and/or Event Management and/or co-ordination experience
· Basic knowledge of computer hardware setup, software and networks


	Skills

· Effective team worker

· Accurate Minute taking

· To work with a high level of autonomy with multiple demands.
· Ability to respond and adapt to immediate needs.

· Self organised, motivated and disciplined

· High level of IT literacy, including strong experience of using Windows,  MS Office applications inc Outlook, Excel, Powerpoint and Word 

· High level of written English communication skills with the ability to draft reports and policies as required.
· Work well under pressure and the ability to multi-task
	Skills

· MS Access

· Proof reading

· Ability to update website, intranet, social networking sites.



	Experience

· Experience of working in a similar post in a busy office environment.
	Experience

· Experience of developing and maintaining electronic databases.


	Qualities

· Reliability and integrity

· Willing to learn

· Flexibility
	Qualities
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