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Job Title 	Personal Assistant
	Reporting to
	Director of People and Programmes
	Job Level:

	Department
	People and Programmes
	Level 3 - First Line Manager/Qualified Practitioner/ Specialist

	Location
	Reed House, Hove/hybrid working, with some travel across Sussex

	Contract
	12 months fixed term contract, 30-37 hours a week



Where you fit

Job purpose
The Personal Assistant provides high level PA and administrative support to the Director of People and Programmes and to the Head of Improvement and Impact. They will act as a trusted partner, ensuring the Director and Head can focus on strategic leadership by anticipating needs, being proactive and responsive and co-ordinating follow-up. Organised and efficient, they will handle sensitive and complex issues in a professional and objective manner, ensuring meetings are planned and prepared for, efficiently documented, actions tracked and completed and communications are clear, all in a professional and timely manner.
This is a pivotal role at the heart of our organisation, ensuring leaders can focus on making a bigger impact on the lives of children and young people. 
About us
We help children and young people have a fair chance to be who they want to be. We do this by providing a safe home, increasing life skills and self-confidence, and improving emotional wellbeing and mental health. Each year, we support thousands of children and young people up to the age of 25 across Sussex and Surrey. We offer support in three service areas:
· Housing provision and sustaining accommodation 
· Specialist information, advice and support
· Emotional wellbeing and mental health.
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AI-generated content may be incorrect.]We are a member of the YMCA Federation of England & Wales and are guided by their vision of ‘transforming communities, so all young people can belong, contribute & thrive’. This vision reflects the original Christian foundation of the YMCA Movement, but with a clear emphasis on being an inclusive organisation. Our values guide us in all our actions:


Responsibilities
1. Organise meetings, including calendar and logistics.
2. Manage diaries and act as a gatekeeper for the Director and Head, ensuring their time is protected and focused on the highest priorities.
3. Coordinate meetings, including preparing agendas, collecting and consolidating reports from project managers and collating and disseminating papers. 
4. Support expenses administration and plan and organise travel and accommodation when required.
5. Attend meetings, alongside the Director or Head, taking accurate notes and ensuring clear action tracking.
6. Follow actions, liaising with colleagues and stakeholders to ensure timely completion.
7. Draft, edit, and proofread correspondence, reports, and presentations consistent with YMCA DownsLink Group’s tone of voice and brand guidance.
8. Review and action email inboxes when the Director and Head are absent.  
9. Anticipate needs and take initiative to resolve issues before they arise.
10. Support project coordination and ensure deadlines are met. Specific responsibilities:
i. Service our quarterly staff EDI Forum and Safeguarding Forum. Support activity in our EDI action plan
ii. Collate accurate key performance, quality assurance and outcome data for internal and external audiences
iii. Coordinate actions around our policy matrix, formatting documents in line with YMCA DownsLink Group’s tone of voice and policy templates, and ensuring timely updates.
11. Maintain confidentiality and handle sensitive information with integrity.
12. Work as an integral member of the central administration team, working collaboratively with the Executive Assistant and PA to the Extended Leadership Team to plan and monitor deadlines in relation to the preparation of papers for Leadership Team, Executive Team, committee and Board meetings ensuring that the Director and Head are actively meeting these deadlines. 
13. Cover for the Executive Assistant and PA to the Extended Leadership Team as needed (leave/sickness), providing administrative support for meetings of the Leadership Team, Executive Team, committees and Board.
14. Be an active part of the rota of administrators to provide efficient office reception services when needed (maximum one day per week).
General
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. Work to our vision, mission and values.
15. Comply with our policies and guidelines on safeguarding, health & safety, data protection and equity, diversity and inclusion, attend mandatory training, and abide by our Code of Conduct. 
16. Carry out any other appropriate duties as directed by the manager to support and promote our work in accordance with the post holder’s capabilities.
Person specification
Skills and experience
· Proven experience in a Personal/Executive Assistant or similar senior administrative role.
· Exceptional organisational skills, with the ability to manage competing priorities and meet deadlines.
· Excellent written and verbal communication skills.
· Strong initiative and ability to work autonomously.
· Excellent attention to detail, with the ability to maintain a high level of accuracyConfidence in attending meetings and engaging with senior stakeholders.
· Proficiency in Microsoft 365 and digital collaboration tools.
· Ability to exercise discretion and sound judgment in handling sensitive matters.
· Proactive problem-solving skills, with a track record of anticipating needs before they arise.
· Enjoys working in a fast-paced, unpredictable environment and willing to be a champion of change.
· Resilient, reliable and flexible.
· Collaborative and empathetic, able to inspire confidence across diverse stakeholders.
· Sharing our values: we do what’s right, we work with heart, and we build real connections, and able to evidence how they practice them in their day-to-day work.
· Experience in the charity of housing sector (desirable).


Employee declaration
I confirm that I have read, understood and agree to the expectations outlined in the profile
Name:	                	Date:	                     	Signed:		


Director of People and Programmes


Personal Assistant


Head of Improvement and Impact


Head of People


Head of Fundraising and Communications


Safeguarding Practice Managers x 3 (1.7FTE)
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