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Job Description: Personal Assistant 
Salary: £21,000 pro-rata 

Hours: 30 per week 

Annual leave: 27 days pro-rata

Contribution to Pension
The Community Foundation for Wiltshire and Swindon aims to create a culture of giving that will change people’s lives.  Their grants support all kinds of people including children and young people, isolated older people, disabled people and people living in disadvantaged areas.

In 2010-11 grants totalling £662,353 were awarded to 297 projects run by local charities and voluntary organisations that are tackling disadvantage.  The Community Foundation is building an endowment fund for Wiltshire and Swindon, and works with Named Fund donors, private individuals, companies and charitable trusts, who want their charitable giving to have lasting benefit to their local community.

The organisation is now looking for a new Personal Assistant for the Chief Executive and Development Directors to help support the development and fundraising activity of the Foundation.  This is an excellent opportunity for a forward thinking and dynamic individual to help shape and build the foundation’s donor base in Wiltshire and to provide much needed support to the CEO and Development Directors.  
The position will be based in Devizes, Wiltshire but will involve work across Wiltshire.  The post holder will be expected to have access to private transport.
Job Title:

Personal Assistant to the Chief Executive/ Development Directors 
Reporting To:
The Chief Executive
Responsible for:
Providing administrative support to the Chief Executive/ Development Directors
Purpose of Role:
To support the work of the Chief Executive/ Development Directors by providing direct administrative support, undertaking some marketing tasks, helping to build our donor base and undertaking projects as required.  
Key Responsibilities

Personal Administration Support
· Manage the Chief Executive’s diary, emails and correspondence 

· Ensure the Chief Executive is prepared for external meetings by liaising with the administrators of external committees/boards as required

· Make appointments on behalf of the Chief Executive and ensure that follow up actions are completed

· Draft reports and other documents as required
· Support the Development Directors with administrative support as required
Fund Development, Income Generation and Targeted Relationship Building

· Work with the Chief Executive and Development Directors to implement a fund development strategy which identifies and engages donors for Wiltshire and Swindon demonstrates understanding of local needs and the services required
· Support the Chief Executive and Development Directors to achieve fundraising targets as agreed with the Board Members for endowment, flow-through funding and running costs
· Support the Chief Executive and Development Directors to develop new opportunities for involvement with strategic partners in the public, voluntary and statutory sector
· Run the Friends Scheme, being the contact point for members, ensuring renewals are up to date and helping to recruit new Friends for the Foundation
· Manage the Donor database, keep it updated and generate and follow up actions required to maintain good communications with our stakeholders
Other
· Organise events as required
· Support the Development Committee, attending meetings and taking minutes

· Help maintain the Foundations website, update Facebook regularly and provide ideas for our social media activity 

· Attend meetings as required

· Undertake any other reasonable responsibilities to contribute to the development of the Community Foundation for Wiltshire and Swindon as requested by the CEO

Person Specification

Experience

· Recent graduate or experience as a PA role working in the commercial sector or professional services or a local authority
· Good organisational skills with day to day administration and some project work

· Full computer literacy, including, Microsoft Office, Powerpoint, Outlook and Internet
· Some experience of updating content management systems would be useful
· Educated to degree level or equivalent 
Skills & Attributes

· Able to think outside the box
· An interest in the particular issues relating to communities in Wiltshire and Swindon

· Good communication skills both verbal and written
· Good numeracy skills

· Self motivated and enthusiastic

· Able to identify better ways of working and suggest them

· Have the ability to establish good working relationships with a wide range of people at all levels

· Understanding of and commitment to Equal Opportunities
Equal Opportunities

The Community Foundation operates a policy that no one should be discriminated against on the basis of their gender, marital status, sexual orientation, social class, race, ethnic origin, religious belief or disability. 

