United Synagogue Job Description

Job Title:
Executive Assistant to the Chief Executive  

Department:
Chief Executive’s Office

Location:
North Finchley
Reports to:
Chief Executive, (CEO)
Hours:
Full time– Mondays to Thursdays 9am–5pm, Fridays 9am–3pm (Summer), 9am-1pm (Winter). Some evening and weekend work required – approximately one to two evenings or Sundays per month subject to the needs of the business.
Job Purpose:

To ensure that the office of the CEO runs efficiently, professionally and strategically by confidently providing proactive, efficient and effective executive support.

Key Tasks, Responsibilities of the post

The role includes, but is not limited to, the following component parts:

Provision of administrative assistance to the CEO

· Develop and maintain a full understanding of the work of the CEO - able to respond to correspondence and other queries professionally & articulately on his behalf and without necessarily referring to him.
· Full management of the CEO’s diary and act as main point of contact for access to the CEO.  Email management.
· Maintaining an up to date filing system electronically or on file.
· Ensure that CEO has any papers needed for meetings.
· Prepare travel packs for any off-site meetings and book travel and hotels when needed.
· Organise non-departmental events on behalf of the CEO.

· Oversee all non-HR related complaints, ensuring that all complaints are handled professionally and in the appropriate timescale by the relevant department / individual

· Provide secretarial support to President and Finance Director as required.
· Provide any other administrative assistance, as required.

Trustee Board, Trustee sub-committees, Council and management committees
· Establish, maintain and monitor a plan and cycle of business for the Trustee Board, Trustee sub-committees, Council and management committees.
· Establish, maintain and monitor standards of agenda setting, papers and recording of decisions and action tracking for all such committees (including those administered by other members of staff).
· Secretary for Trustee Board, Council and Directors meetings with full responsibility for planning meetings, preparing agendas, collating and distributing papers, taking minutes and action tracking.
· Support Trustee election process.
Community relations
· Develop an excellent relationship with members of the community, including US Trustees, Honorary Officers and Board Members, Rabbis and Rebbetzens and partners so that you become established as their natural first port of call.

· Maintain the US Council membership list and ensure consistency with K2 (Internal membership database).
· Administer annual Synagogue Election process and ensure that results are updated on K2 database.
General support
· Facilitate discussions between all central administrative staff to ensure common minimum standards of administrative support and leave cover.
· Prepare and distribute the weekly staff bulletin.
· Arrange meeting room bookings, catering, ordering flowers etc. when required and ensure that staff respect their requirement to leave meeting rooms and common areas ready and presentable for the next occupants. 
· Deal with general enquiries about the US from switchboard and US website.
· Order stationary for the all central departments
· Carry out any other reasonable duties as required by the CEO
Generic duties
· Be committed to the aims of the United Synagogue and act as an ambassador for the organization

· Comply with the Unites Synagogue’s policy, procedures and code of expectations

· Bring to the attention of senior staff any health & safety requirements which become obvious. In the event of any immediate danger, to take the appropriate action to reduce risk to physical danger to employees, members, contractors, volunteers, children, parents, visitors or staff.

· Work collaboratively with other colleagues across the organization to ensure the United Synagogue can achieve its vision, mission and strategy.

· Undertake appropriate training as requested by your line manager in conjunction with the Human Resources Department. And be committed to own continuous professional development.

· Act as an ambassador for the United Synagogue.
· Maintain high levels of discretion and confidentiality at all times.

This job description and person specification is not prescriptive; it merely outlines the key tasks and responsibilities of the post.  The key tasks and responsibilities are subject to change.  Any changes will be made in consultation with the post holder. This Job Description is subject to alteration in response to changes in legislation or The United Synagogue’s operational procedures.

Person Specification
· Excellent communicator, comfortable and used to working at senior level both internally and externally; able to liaise with Chief Rabbi and other Rabbonim, lay leaders, other Chief Executives and senior management

· High level of professionalism and presence

· Articulate and able to express him/herself clearly both verbally and in writing
· Highly computer literate – fully conversant with Windows, Excel, Power Point, Databases and Email

· Strong organisational, administrative and prioritisation skills

· Able to take minutes at high organisational level and take initiative to respond to correspondence on behalf of Chief Executive

· Able to think quickly and easily adapt between various areas of work

· A working knowledge of the Jewish Community 

