 

	Job title
	PA & Company Secretary

	Location
Initially at Wigan/ London/Home 
	Wigan

	Spot Salary / Benefits
	£30,000 / Work Life Balance – Well Being options 

	Hours of work
	35

	Responsible to
	Chief Executive

	Type of contract
Permanent or Time Limited or Income Dependant (Please detail funding and length of contract for non-permanent positions)
	Permanent

	 Purpose of the Job

	To provide active and reliable support to the Chief Executive, Management Team, the Board and its committees and to ensure compliance with charity, company and other regulation.

	Main activities of the role

	To provide active support to the Board, Chief Executive and Management Team of Keep Britain Tidy including:
· Oversight of governance arrangements, including arranging, preparing agendas and papers and minuting meetings, recruitment, training and annual reviews of trustees
· organising diary and travel arrangements for the Chief Executive and others as necessary

· oversight of record keeping, filing systems (paper & digital) for the organisation

· oversight of public enquiries, complaints and the like, ensuring timely and appropriate responses

· submitting necessary returns to Companies House, Charity Commission and other bodies as required by law and good governance practice, discharging the role of Company Secretary
· oversight of policies of the organisation working closely with the Chief Executive, Finance Director and Campaigns & Policy Director and monitoring their application to ensure effective office management

· To play an active role in ensuring good communication and joint working  across teams and clear, appropriate communication with external stakeholders.
Note: Keep Britain Tidy needs to be flexible, non-hierarchical and quick on its feet.  The post-holder will be expected to be flexible and to be prepared to work in teams across the organisation in areas where they can contribute to delivery of the Business Plan beyond the specific role and reporting set out here.

	Key dimensions of the role

	Staff responsible for: associates, volunteers, interns etc. as required
Budgets responsible for: Meetings, consultancy & travel for Chief Executive
Functional Delivery: Efficient support for the Board and senior management which is fit for purpose & oversight of governance, including discharge of company secretary function
Income and New Business Generation: Supporting senior managers in building relationships and keeping appropriate records
Strategic Direction: Working closely with the Chief Executive, Chairman and Management Team to ensure effective operation and development of keep Britain Tidy
Target territory/sector: All sectors at senior levels and internally across all levels
Health and Safety:  Support the Management Team to ensure appropriate Health & safety policies and monitoring

	Skills  and Competence -  Selection Criteria

	Essential 

Knowledge and experience of working with Boards and senior managers in a charitable company or similar
Understanding/ experience of the role of Company Secretary and of the requirements of good governance in a charity setting
Experience of preparing, managing and minuting meetings so that they run effectively and decisions are subsequently actioned

Establishment of systems, policies and processes which are appropriate, easy to use and ensure effective organisational operation

First class communicator with excellent written, verbal, relationship management and inter-personal skills

Organised and able to operate independently, knowing when to take advice

Experience of working across sectors and with people at all levels

Loyalty and an ability to maintain confidences

Good Microsoft Office IT skills

Commitment to the success of new Keep Britain Tidy

	Desirable

Previous experience as a PA and/or Company Secretary

	Common Behaviours/values 
· Inner drive  – self starter and inspiring of others
· Curiosity - eager to learn and improve
· Action-oriented  - making things happen
· Thrives on ambiguity, turning it to advantage
· Connector – works successfully with a broad range of people, looking for opportunities
· Enjoys seeing others succeed
· Honest and inclusive in approach
· Committed – to the success of the charity and its values



Job Description








1
Charlotte Grover

PA & Company Secretary

Jan 2012  


