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JOB DESCRIPTION

	Job Title:
	Division:

	Executive Assistant to DG
	Office of the Director-General 

	Location:
	Responsible to:
	Date:
	Rank:

	London
	1. Director General
2. Director, People, Organisation and Culture Division
	October 2019 
	5



1.	JOB PURPOSE
Describe why the job exists.
To act as a senior level personal assistant to the Director-General and to provide administrative support to the Office of the Director-General (DGO).  

2.	KEY TASKS
Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.
1. To act as the first contact point for all matters concerning the DGO and respond to internal and external enquiries as appropriate ensuring that appropriate follow-up actions take place.
2. To co-ordinate the diary of the Director-General ensuring that day to day priorities are met and managed effectively.
3. To co-ordinate the preparation of briefing information for meetings including speaking notes and background materials working with External Relations and Regional Offices to collate these. 
4. To provide secretarial and administrative support to the Office of the Director-General including drafting/editing correspondence, letters, reports, agendas, meeting notes and action points, etc.  
5. To oversee the administration of the Governing Council meetings (two per annum) supporting senior staff members and volunteers. 
6. To oversee travel arrangements for the Office of the Director-General and the Honorary Officers, including complex travel itineraries, visas, hotel bookings and expenses. To monitor financial expenditure on Netsuite and eIMS (in-house travel and financial expenditure system) and check against monthly reports produced by the Finance Team.  To raise payment requisitions in line with budget.  To assist with estimates for: (a) anticipated spending during budgetary period and (b) specific projects, and highlight any issues. To oversee expenditure of the Office of the Director-General and advise the Director, People, Organisation and Culture Division.
7. To co-ordinate the confidential performance appraisal process for the direct reports of the DG (approximately 11) ensuring documentation is completed in line with HR deadline and to follow up any late returns.
8. To provide administrative support to the Directors’ Leadership Team (monthly meetings) and Central Office Senior Team meetings (fortnightly) as required including agreeing agendas and ensuring timely follow up of action points by Directors. 
9. To assist the Office of the Director-General in internal communications. 
10. To work to in coordination with the Office Services and Administration Team, attending meetings and ensuring a flow of relevant information.  

11. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

12. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation. 

13. To become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance. 

14. To take collective responsibility for safeguarding

15. To undertake any other reasonable duties as may be requested from time to time. 

3.	RESPONSIBILITIES
Describe:	a)	staff responsibilities carried out by the job holder.
Liaison with consultants as part of the Office of the Director-General work and the Governing Council in particular. 

		b)	financial responsibilities carried out by the job holder.
Monitors expenditure and maintains financial records. Processes payments and expenses. 

		c)	advisory responsibilities carried out by the job holder.
Advises / gives clarification in DG’S absence to colleagues, partners etc. on purpose and outcomes from meetings/ speaking events and whether DG’s schedule can accept commitments. Frequently has to handle confidential issues with discretion (senior staff issues/ recruitment/complaints etc.). 


PERSON SPECIFICATION

4.	EDUCATION & QUALIFICATIONS
Describe the likely educational/training background of the job holder.
· [bookmark: _GoBack]A Level or equivalent standard of education. Degree desirable

5.	PROVEN ABILITY
Describe the minimum level of professional experience required to do the job.
· Advanced application of secretarial/administrative work.

6. 	SKILLS
Detail the skills needed to do the job, including languages.
· Good communication and interpersonal skills, tactful, diplomatic. Level headed and flexible –remains calm and focused in testing situations. Must be a team player.
· Excellent time management and organisational skills required to prioritise workload and deal with conflicting and challenging schedules. Attention to detail is essential. 
· Good level of written English is required  to draft occasional non-standard correspondence and reports
· Excellent IT skills – Advanced Microsoft Word, Outlook (or equivalent) Excel, Internet, PowerPoint. 
· Ability to take initiative and work independently.  
· Good problem solving skills
· Fluent English essential.  Working knowledge of French and/or Spanish advantageous.

7.	PERSONAL COMPETENCE
Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality

· Willing to travel internationally – about 10 days a year.
·     Willing to work outside normal office hours (on occasion)
·     Sound judgement.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Integrity and ability to maintain confidentiality at all times.
· Understanding of and a commitment to safeguarding including child protection, in a local and international context.
· Supportive of a woman’s right to choose and to have access to safe abortion services.
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