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JOB DESCRIPTION 

Job Title
Stonepillow Central Support Office manager which includes the role of PA to the CEO  
Reports to:

CEO 
Place of work:

Stonepillow Head Office and other Stonepillow locations when required
Job Purpose:
To undertake the role of Personal Assistant and management of Central Support office at Stonepillow. This includes:

· Providing Personal Assistant functions to support the Chief Executive and Board of Trustees and provide ad-hoc support as required to the Director of Finance, Head of Operations, Head of HR & Head of Fundraising, Communications & Volunteers (Head of F & C/V). This must be done by always exercising full discretion and confidentiality.  

· Manage the Central Support office to ensure the management and smooth running of the administrative functions of the organisation.
· Using a programme management structure to support the CEO in ensuring the organisation delivers it’s core strategic objectives.
Summary of Main Duties & Responsibilities
Personal Assistant 
Stonepillow has many work strands which require clear programme management support to ensure that key activities are delivered in a timely and effective manner. The key part of this role is to support the CEO in having oversight and monitoring delivery of this programme. 
Your role will include:

· Acting as Personal Assistant to the CEO and providing support for the Senior Leadership Team 
· Assisting the CEO in undertaking their functions, including acting as a key reference/contact point 
· Manage the CEO’s communication and diary requirements, arranging meetings and appointments, ensuring time is maximised and deadlines are met.

· Act as the key contact between the Stonepillow CEO, Directors, Heads of work areas and key stakeholders including Trustees and external visitors.

· Assisting the CEO with the production of reports, publications, presentations, policies and procedures, and data management.
· Being part of the Senior leadership team in an administrative capacity to produce agendas for weekly leadership meetings, take minutes at meetings and manage follow up action as required. 

· Supporting SLT with administrative tasks, pre-empting queries and managing in-coming workload 
· Act as the key point of enquiry and contact for the Senior Leadership Team

· Support specific research projects as required by CEO, SLT or Board of Trustees
· Provide screening and email management for the CEO with the ability to proactively draft and reply to emails.

· Support the guidance, briefing notes and awareness of policy changes or developments in charity/housing/homelessness sector and sharing updates/briefing on this as needed.
· Work with the Senior Leadership Team to collate and organise compliance policies, procedures, handbooks and governance documents, including administration for the annual review of policies and procedures
· Provide support to the Chief Executive in conjunction with Head of F&C / V to facilitate and arrange and where required support external events and talks 

· Programme support:

· Acting as programme/project support to the CEO. Ensure the project schedule is adhered to by agreeing realistic deadlines with the project team, robustly monitor and schedule in time of project team for the achievement of actions. Updating the schedule and communicating progress to CEO, Trustees and wider stakeholders.

· Identifying and using appropriate IT tools to record and monitor programme direction
· Plan and coordinate various projects and meetings, including setting agendas, producing, and circulating minutes in a timely manner and following up on agreed actions.

· Governance Support

· Act as key point of contact for Trustees, their queries, and the preparation of all Board & Committee meetings and board reports. Write and circulate the minutes and follow up actions from the meeting.

· Organising and facilitating Trustee Board meetings, AGM and Away Days, this will include taking and transcribing minutes and the co-ordination and production of Board papers and other meeting papers as required.

· Maintain Trustee records and documents, including Governance Handbook, and skills matrix.
· Sourcing training and support for existing and new board members to ensure that they are appropriately skilled and understand their roles and responsibilities as Trustees in conjunction with the Chair of the Board and CEO.

Central Support Office Management
· Planning and allocating work within the Admin Department, monitoring achievement of deadlines. Managing, supervising and supporting administrative staff as appropriate. 
· To ensure the office is always adequately staffed and phones answered and central Stonepillow inbox is managed appropriately.
· Oversee the requisitions and ordering process (including PPE) to ensure items required by services are received on time and within budget, using suppliers than provide a good service and high-quality items
· Ensure that all incoming and outgoing communication is dealt with in a professional manner ensuring the reputation of Stonepillow is always maintained.
· Support and produce documents as required, including letters, performance monitoring reports and minutes and ensure the Stonepillow branding is adhered to.
· Support with IT requirements, including internal databases, set up and maintenance of mobile phones and voip phone network. 
· Support the facilities management and maintenance issues at Head Office to ensure compliance with Covid -19 guidance and health and safety compliance issues
Data Protection

· To be the designated Data Protection Officer for Stonepillow ensuring that all paperwork is stored in accordance with legislation and carry out the duties of the DPO as stated in Stonepillow’s Data Protection Policy.
· Undertake Data Protection inspections at all projects in line with company practice.
· Provide Data Protection guidance to managers and staff where appropriate.
Health and Safety:
· To ensure the maintenance of Health & Safety regulations by keeping the overview register of compliance up to date as requested by Stonepillow’s Health & Safety Officer i.e. method statements, EHO, Risk Assessments
· To undertake the role of First Aider for Central Services and manage  first aid requirements making sure that adequate provisions as part of compliance to safe services delivery.  
Confidentiality:


· This policy covers all Stonepillow employees and volunteers, all of whom will be required to sign a confidentiality agreement. Anyone working for Stonepillow who breaches the agreement will be liable to disciplinary action under the Staff Disciplinary Procedure.

Values and Behaviours:



· To undertake such other reasonable duties as may be required in the interest of     Stonepillow.
· To deliver all work in line with the values and behaviours expected by Stonepillow.

· To appreciate the importance of psychologically informed support offered by teams across Stonepillow services. Training will be provided. 

· To participate and undertake identified training.
Signed……………………………………………………..


Date………………………………………………………..
