Operations Officer and Executive Assistant to the CEO 


Electoral Reform Society

Operations Officer and Executive Assistant to the CEO

Post of: 

Operations Officer and Executive Assistant to the CEO 

Closing date: 

12:30pm, Wednesday 7 March 2012
Dear candidate, 

Thank you for your interest in the role of Operations Officer/EA to the CEO. 

It is a time of change for the Electoral Reform Society. With many new staff joining us in the past year, a new Council (governing body) elected in autumn 2011 and a membership of approximately 5000, the ERS is learning lessons from the AV referendum campaign and is going through a major period of reform and change. At the same time, we are leading or collaborating on a range of campaigns including House of Lords reform, women’s representation in our politics and ensuring that everyone has their say come the 2015 general election. 
Located at our head office in central London, the Operations Officer/EA to the CEO will ensure the smooth, efficient and effective running of ERS operations by the provision of high quality administrative support and office management.
In this document you will find:

1) Background Note 

2) Job Summary 
3) Job Description 
4) Person Specification

5) Outline Job Terms
6) Application Form 

7) Equal Opportunities Form 

If you believe that you fulfil the criteria outlined in the Person Specification, please email your completed application form and equal opportunities monitoring form to daniel.vince-archer@electoral-reform.org.uk. 

Thank you for your interest in the ERS. 
Yours sincerely, 
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Katie Ghose

Chief Executive 

Background note

The Electoral Reform Society is campaigning to change the way we choose our politicians.
We believe that a fair voting system will improve our democracy, allow politicians to better represent you, the voter and help them to tackle the serious issues facing our society. Fairness, accountability and a real choice for voters should not be compromised.


The Society aims to secure at all levels of representation an electoral system which will:
· Ensure all votes have equal value;
· Give effective representation to all significant points of view within the electorate; 

· Allow electors to vote for their preferred candidates without fear of wasting their votes; 

· Ensure the accountability of individual representatives to their electorates.

Our principal activities include:

· Lobbying politicians, political parties and opinion formers through meetings, events and the production of research, reports, and briefings
· Running an annual events programme including policy seminars, a major conference and a reception for civil society organisations;

· Providing tools and campaigns opportunities for a range of activists (individuals and local groups) including ERS members and supporters; 
· A high profile media campaign analysing and commenting on public elections and other aspects of our democracy.
JOB SUMMARY

We are looking for an enthusiastic, energetic and well-organised Operations Officer/Executive Assistant to join the team. The successful candidate will work at the heart of the organisation to ensure the smooth, efficient and effective running of the ERS. He or she will work closely with the Chief Executive – managing her diary and email, making travel arrangements, dealing with correspondence and providing other, general administrative support. He or she will also adopt the role of Secretary to the Society’s Council and to the Senior Management Team (preparing papers for meetings, taking minutes and recording/tracking actions) and assist with financial administration. 
As well as providing high-level administrative support, the successful candidate will ensure that our London office runs smoothly. He or she will have responsibility for health and safety, facilities management, security and IT services. 
This is a demanding role which requires a wide range of skills. We are looking for someone energetic, efficient, resourceful and motivated who can hit the ground running and has a proactive approach. A quick thinker, the successful candidate will be super-organised and able to confidently manage competing demands. He or she will also be privy to a significant amount of confidential information, so discretion is essential. 
JOB DESCRIPTION

Job title: 

Operations Officer and Executive Assistant to the CEO 
Grade:


2
Reporting to: 
Chief Operating Officer
Location: 

6 Chancel St, London, SE1 0UU
Job purpose: 
To ensure that the Chief Executive’s engagements run smoothly and efficiently, provide secretarial support to the Society’s Council, its delegated committees/working groups and the senior management team and to ensure the smooth, efficient and effective running of ERS operations by the provision of high-quality administrative support and office management.
Main duties and responsibilities:

EXECUTIVE ASSISTANT 
Duties including:
· Manage the Chief Executive’s diary and act as the point of first contact for people seeking to contact the Chief Executive, both internally and externally;
· Maintain discretion and deal with sensitive and confidential information appropriately; 

· Advise the Chief Executive on upcoming events; producing briefings, making travel arrangements and providing directions as required;
· Manage the Chief Executive’s email, postal correspondence and telephone enquiries or calls as required; helping her to respond promptly to incoming correspondence by drafting letters/emails and advising her on urgent/important matters that require action;
· Conduct research, draft speeches and produce briefings for the Chief Executive on a range of issues, if required;
· Assist the COO and other senior staff when covering for the Chief Executive (e.g., during annual leave/absence from the office);
· Contribute to the ERS contacts database and help keep it up-to-date;
· Provide general administrative support, especially with contact management.
OFFICE MANAGEMENT
Duties including:

· Manage the work environment: ensure that the office space is suitable, legally compliant and conducive to the needs of staff; ensure that office facilities/services/equipment are provided that are in working order and are suited to the needs of staff;
· Day-to-day management of IT equipment (including the server and shared drive), systems and software; train staff when required;
· Regularly review all office contracts and maintain good relations with suppliers to ensure that the Society is receiving the best possible deals;
· Engage and supervise office contractors, builders, repairers, etc when necessary;
· Organise other meetings as required. 
SECRETARY AND COUNCIL
Duties including:

· Edit, format, print, bind and distribute papers for all Council meetings;
· Schedule all Council meetings; liaise with senior staff and Council members to ensure that meetings are feasible and apologies are recorded;
· Organise all Council meetings: book venues and organise travel arrangements (when necessary), arrange provision of equipment and refreshments;
· Take minutes of all Council meetings; record and track actions to ensure they are followed up;
· Maintain document management systems to ensure that Council papers are safely archived and that the appropriate security procedures are observed;
· Assist in planning and organising the Society’s Council elections every other year, including preparation of a timetable, advising colleagues on correct protocol according to the Society’s Elections Byelaws and advising on content of communications;
· Liaise with the Elections Panel and ERSL as necessary in the conduct of the Society’s Council elections;
· Advise members, candidates and the Returning Officer on the conduct of the Society’s Council elections, as necessary.
FINANCE
Duties including:
· Maintain SAGE and hard copy records. Ensure that payments are properly authorised and recorded;
· Bookkeeping: accurately and promptly code and log all items of expenditure onto directorate budgets and SAGE to enable comprehensive and accurate financial management; 

· Advise staff when necessary on ERS expenditure rules/guidelines and on the coding of expenditure;
· Provide regular, timely updates to directors on expenditure to date;
· Assist with banking (paying in cheques etc.), as required.
HUMAN RESOURCES
Duties including:

· Assist with HR administration, including appraisal documentation, paperwork for recruitment, issuing letters to staff and maintenance of proper employee records (including (personnel, attendance, disciplinary etc);
· Induct and set up new staff and volunteers into the office when required;
· Manage an efficient and prestigious internship programme that recruits high-calibre individuals and is correctly resourced to match the Society’s needs throughout the year;
· Organise staff training when required;
· Ensure that the Society’s responsibilities under the Data Protection Act are fulfilled with regard to HR.
ORGANISATIONAL ROLE

Duties including:

· Perform reception duties: dealing with deliveries, visitors and taking phone calls; providing information to the public about the Society and its work in this capacity and fielding queries where necessary;
· Contribute to the intellectual capital of the ERS, via team meetings, blogs, staff meetings and away days and by supporting colleagues as required;
· Undertake administrative and ‘back office’ tasks as required, including supporting events, operations and media; 
· Support and comply with the Society’s Equality and Diversity Policy;
· Undertake other related duties as required that your manager reasonably considers would assist the Society in meeting its objectives.
PERSON SPECIFICATION
The successful applicant should be able to demonstrate their abilities or track record in all essential criteria.

	
	Essential
	Desirable

	Experience


	Relevant experience in a similar, varied role at the operational heart of an organisation

Experience of managing a wide range of different priorities at any one time

Experience of working in an executive assistant role 

Wide-ranging experience of administrative work
Experience of minute-taking

Experience of working to tight deadlines and under pressure
	Experience of assisting the Chief Executive or Director of a high-profile organisation

Experience of managing a small, busy office environment

Experience of working in a membership organisation and/or with and an elected Board 

Experience of working in a political environment

Experience of drafting letters and high-level briefings for senior staff
Experience of bookkeeping

Experience of IT systems maintenance



	Knowledge & skills

	An excellent knowledge of MS Office
Knowledge of good governance practice

Excellent English communication skills, both oral and written
Excellent IT skills
Excellent attention to detail


	Knowledge of SAGE Line 50

Understanding of British political and electoral system
Strong bookkeeping skills


	Key personal attributes

	Energetic, efficient, resourceful and flexible

Well organised and a self-starter
Confident, positive approach and an ability to work using own initiative within boundaries
An ability to work effectively with people across a wide range of levels and responsibilities
The ability to maintain confidentiality and to be discreet

	


Outline terms of employment

Hours: 
35 hours per week 
Holidays: 
25 days plus statutory days 
Pension: 
7% employer contribution 
Salary scale: 
£28,000 - £34,000 (inclusive of London Weighting Allowance)
Contract: 
Permanent  
This post will be offered on a full time basis.
The salary for this position will be on a scale that currently starts at £28,000 p.a., including London Weighting Allowance (new appointments are generally made at the lowest point of the scale unless there are special reasons for doing otherwise). Salaries are currently reviewed annually, on 1 January each year. 

Staff are entitled to 25 days paid leave in addition to statutory holidays in their first year of service, with an additional day of paid leave in each subsequent year, until they reach 30 days leave. Other benefits include child care vouchers. 
Normal office hours are 9:30am to 5:30pm with an hour’s break for lunch. When staff are required to work outside these hours, time off in lieu may be taken by arrangement with the staff member’s manager.

Full terms of employment will be given in the contract letter provided to the successful candidate.

EQUAL OPPORTUNITIES
The Electoral Reform Society is committed to equal opportunities and to encouraging diversity amongst our workforce. We are particularly keen to hear from interested individuals from under-represented communities and we would encourage candidates from all backgrounds to apply for this role.
Electoral Reform Society

APPLICATION FOR THE POST OF

Operations Officer and EA to the CEO
Please complete this form and email as a Word document to daniel.vince-archer@electoral-reform.org.uk. 
The closing date for the receipt of applications is 12:30pm on Wednesday 7 March 2012. 
PERSONAL DETAILS 

Surname:


First names:


Address:



Email:




Education and qualifications (please continue on separate sheet if necessary)

	Dates
	Establishment
	Courses
	Qualifications

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Additional training: details of any short courses which you believe are relevant to your application:

	


Work experience

Please give details of your work experience, including part-time and voluntary work, starting from your most recent employment. (Please continue on separate sheet if necessary.)
	Dates (to/from)
	Employer

and nature of business
	Position held and responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Do you require a work permit?         Yes  /  No   (delete as appropriate)

Why do you want this job?

	Please describe below why you believe you are suited to this role, with specific reference to how you fulfil the person specification. You may use a continuation sheet if necessary, but you should not use more than 400 words.




Other experience

	Please give details of any other experience and interests which might be relevant to your application:



Where did you hear of this vacancy?

	


Referees

Please give names of two referees who know you and can assess your abilities and work:

	Name:

Position:

Address:
Email address:

Telephone no.:

Capacity in which the referee has known you:




	Name:

Position:

Address:
Email address:

Telephone no.:

Capacity in which the referee has known you:




Referees will not be contacted without your assent
Telephone number:�


Daytime:					Evening:





The first page of this application form will be detached from the rest of the form upon receipt so as to ensure that there is no possibility of any discrimination on grounds of name, gender or location of any applicant when selecting those to be interviewed.  This page will be re-attached to the rest of the application form only after the selection for interview has taken place.











