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British Cardiovascular Society

Job Description
	Job title:
	Executive Assistant to the President and BCS Board


	Job Context:

	The British Cardiovascular Society (BCS) is a membership organisation with charitable status. The BCS plays a pivotal role in the setting of standards, and through a variety of activities influences the quality of cardiology practice in hospitals throughout the UK. It has a broad education portfolio, contributes to specialist training (and examinations) and has increasing involvement in research activities. 

The BCS works collaboratively and in partnership with a number of organisations including the British Heart Foundation (BHF), the BMJ in respect to our co-owned Heart Journals, the European Cardiovascular Society (ESC), the American College of Cardiology (ACC), as well as a large number of Affiliated Societies and for a number of these provides provides administrative and support services. 
The core activities of the BCS are:

a. Supporting and engaging with our members

b. Strategic development of the cardiovascular training of doctors and other health care professions who work within the disciplines represented by the BCS and its affiliated societies

c. Setting and monitoring clinical standards, audit and workforce planning within cardiovascular medicine through the Clinical Standards Division

d. Ensuring support of academic cardiology and research through the Education and Research division

e. Working in partnership with others for the good of the profession and patients.  

f. Engaging with the public and media on matters of public or professional interest involving cardiovascular health

The President, Board of Trustees and Council members, together with the CEO are responsible for ensuring that the BCS delivers its mission and vision. The President is responsible for shaping the organisation and for positioning it as a leading voice in cardiovascular care in the UK and around the world. 

The President carries ultimate responsibility to the Board, Council and members for all policy, financial and staffing issues and for representation of the Society in the UK and abroad.  The President is responsible for the development of effective working relationships with Ministers and officials at the Departments of Health, senior officers of the Medical Royal Colleges, the British Heart Foundation, the European Society of Cardiology and other National Societies of Cardiology, and the Affiliated, Linked, and Patients’ and Carers’ groups. The President also engages with the media on matters of public or professional interest involving the practice of cardiovascular medicine.

The President chairs a number of key governance meetings within the BCS including the Board, the Executive, Council and the AGM. They are ex-officio of all the committees of the BCS and co-chair the Heart Management Committee with the BMA as well as belonging to a whole host of national groups and committees, both nationally and internationally.  

The Executive Assistant to the President will play a key and varied role in supporting the President across this wide range of functions in what is an extremely busy and demanding role. The post holder will also provide support to the officers of the Society in terms of meetings, events and activities planned supporting them in their arrangements around travel and accommodation, and diary availability, liaising directly with them and their personal assistants at their respective places of employment. 

	Purpose and scope:

	The Executive Assistant is responsible for providing a professional, highly organised and efficient PA and administration support service to the President and a full range of office administrative services.  In addition the post holder provides secretariat support for the three overarching governance committees of the Society; Council, the Board and the Executive whose remits cover the effective management and delivery of the organisation at both strategic and operational levels in line with core organisational purposes and values. They will be responsible for diary, email and meeting management for the President in addition to managing and co-ordinating a range of administrative and office management duties. This will include undertaking both routine and adhoc projects for the president and CEO, and the post-holder will also have delegated responsibility for managing HQ finances, including managing monthly finances and reconciling departmental budgets.


	Reports to:
Works closely with: 
	CEO / President 
President, CEO Officers, the PA to CEO, Finance Director, Senior Managers across the BCS, BCS Staff and other senior stakeholders.


Major Responsibilities: 
Personal assistant duties

· To provide proactive coordination and support to the President’s work programme. 

· To provide reciprocal cover to the CEO’s PA ensuring a seamless support service for President and CEO.   

· To be a first point of contact for the President, managing telephone calls, answering queries, and as appropriate referring onwards.

· To provide first-rate support in managing and organising the President’s busy and complex diary so as to ensure that they are able to fulfil their commitments in accordance with agreed priorities. Also to co-ordinate diaries with officers on a routine basis.
· To organise and co-ordinate routine and adhoc meetings internally and with 3rd party stakeholders drawing on diary availability of the President, officers, CEO and others ensuring these are organised well ahead of time or promptly as required.  
· To deal with incoming and outgoing correspondence and email traffic where appropriate, including assessing its priority, collating it with relevant background information and presenting it in a logical and orderly manner, and forwarding where necessary to other relevant individuals and agencies. 

· To manage and co-ordinate reports from officers and other key stakeholders for the purpose of Board, Executive, Council and Physiologist Council meetings.  
· To ensure effective and organised filing systems (electronic and paper) for the President and central HQ files complying with the department’s communication practices and ensure compliance with data protection policies and the data retention schedule. 

· Draft correspondence as directed and provide a full secretarial service as necessary including word processing, document and presentation layout. 

· Ensure that the President’s office is organised and paperwork is managed effectively and routinely sorted and filed with clear systems in place for ease of access. 

· To prepare and organise papers in advance of meetings the President attends and organise filing / disposal of papers immediately after.  

· To ensure that any minuted actions from the various meetings the President attends are diarised for completion in good time. 

· Work with the CEO, President and other managers to develop and plan the annual schedule of core activities to be initiated. 

· To organise appointments and travel itineraries and accommodation for the President, (officers and others as necessary).  

· To receive visitors to the offices and provide refreshment as appropriate. 
· Manage and organise all aspects of the annual Board dinner at the BCS offices in January/February each year, the President’s dinner and Council dinner at the annual conference, and the BCS Christmas party. Responsibilities include: managing invites and collating responses, sourcing caters and working to agreed budgets agreeing menus for agreement with President, CEO and Head of Education. Drafting seating plans for agreement.    
· Participates in headquarter and team meetings and attends appropriate briefing meetings.

· Acts as departmental champion for adhoc new initiatives, for example, relating to wellbeing activities.

Committee Servicing 

Board / Council /Executive / Physiologist Council 
· Responsible for all aspects of the administration of the regular meetings of the President  producing high quality, well written and accurate minutes of key meetings and Committees. This includes secretariat support; administration and management of agendas and meeting arrangements for the committees governing the organisation; and organisation and management of adhoc meetings as required, determining and drafting of agendas, preparation of papers and preparation of briefings as directed. 

· Act as the ‘go-to’ person to provide support to the attendees of these Boards and Committee meetings. 
· Provide secretariat and administrative support to the President in respect to these committees, including agreeing meeting schedules with Chairs’, preparation and circulation of agendas and meeting papers, preparation of Chair’s notes, minuting of meetings and monitoring and management of actions. 
· Ensure that contacts and membership lists for the BCS Board, Council, Executive AND Physiologist Council are accurate and up-to-date and that the master committee membership list is routinely up to data and a reliable source of information.  Ensures that President writes to retiring Council members.
· Maintains a list of affiliated groups Presidents and updates for the Honorary Secretary.
· Supports adhoc requests and requirements of the meeting attendees.
· Process expenses relating to attendance of these meetings in line with BCS Expense policy.

Budget/Finance 

· Responsible for the stationery, office consumables, maintenance and travel budget and reconciles against the monthly management accounts.

· Reconciles the CEO’s credit card.

· Reconciles and ensures all payments of any adhoc expense claims the President may have.

Annual conference
· Manages the Executive office (EO) during the BCS annual conference and ensures that all meetings in the EO run smoothly, minuting meetings, distributing papers and ensuring appropriate catering facilities as necessary.
American College of Cardiology (ACC)

· Initiate, co-ordinate and organise administration for the American College of Cardiology conference in the USA, including flights, hotel bookings in good time to ensure maximum value and choice. Assists the Head of Education with the booth requirements and ensures these are delivered on time.  Liaise with the staff at ACC in relation to all meetings the President is due to attend and ensures the President has a hard copy of all information as well as an electronic copy.
· Take the lead on liaison and collaboration with the CEO’s PA advising all meetings which the CEO is required to attend at ACC ensuring that a full itinerary (schedule) of activities is prepared for the CEO together with any papers as appropriate in good time. 
European Society of Cardiology (ESC)
· Liaises with staff at ESC in relation to all meetings the President and CEO are due to attend and ensures the President and CEO have all meeting and flight / hotel schedule information to hand in the format they prefer.  
· Be the point of contact with ESC regarding Spring Summit meetings in Nice, France making necessary arrangements for the President if attending and providing information to the PA of the CEO who normally attends with programme details etc in order that flights and accommodation can be booked in good time. 
Bursaries – ACC, BCS, ESC and Medals

· Manages the bursary system for the conferences.  Alerts the President and the VP Corporate Vice President of the closing date, collates a hard copy and distributes to both.  Advises the successful applicants, receives copies of their expenses forms and sends to finance. Sends a copy of the successful applicants report to the digital team for uploading to the website.  Keeps hard copies of all.
· Organise medals for award at the BCS annual conference, liaising with the medal supplier, approving drafts, and ensuring these are ready in good time and in accordance with budgets. 
Building management
· Manages arrangements and contract terms for cleaning contractors, lift engineers, house repairs, security systems and pest control. 

· Build good relationships with 3rd party providers of services in respect to BCS property.

· Meet with the cleaning contractors on a quarterly basis along with the CEO.  Ensures services are delivered to an acceptable standard and in line with contract terms agreed. Keeps a schedule of any issues reported from staff and uses these to inform feedback to the relevant company. 

· Establishes systems and processes for the effective management of BCS house repairs ensuring issues are dealt with in a timely but cost efficient way.  
· Record all maintenance issues and contacts with supplier to ensure the work is undertaken.  Reconcile this against the invoice when received. Manages and sets relevant budgets.

· Manage the arrangement and be the main liaison with ADT the company responsible for the alarm system and the door entry system, taking ownership for any malfunctions or call outs needed.
· Manage the meeting room booking process at the BCS. Records all meeting room bookings and logs onto the spreadsheet in order that the Finance department can issue the invoice.  Ensures that the correct rate for room hire is quoted at the time of taking the booking, sets up the room and orders lunch etc. Add a notice each morning in the foyer detailing any meetings on site, the room where the meeting is held and timings so all staff as well as visitors are aware what is on and when meetings are taking place. Ensures excellent customer service to visitors using the facilities to ensure return business.
· Responsible for managing the sign in book in reception.

·  Liaises with pest control as needed ensuring services are procured appropriately and delivered to agreed requirements. 
· Keep staff informed on a routine basis regarding any services or work underway. 

· Undertake an itinerary of what is held in the house by way of e.g. kettles, coffee pots, crockery, cups, jugs, etc for meetings. Monitor this at 6 month intervals to determine levels of wastage, and assess additional purchase needs with the CEO and in line with budgets.   
· Responsible for managing the keys for the building, ensuring all are clearly labelled, and keep and constantly update a key and fob inventory for staff and officers.

Office Management (shared areas of responsibility with the PA to CEO)
· To manage HR policies within the department (e.g. absence recording, flexi sheets, and records of normal working hours) ensuring information is kept up to date, appropriately filed, and that file permissions are appropriate. Routinely report information to the CEO working collaboratively with the CEO’s PA.  

· Ensure organograms, telephone lists and office door signs are updated to reflect changes on a timely basis and manage confidential HR documents in collaboration with the CEO. 

· Responsible for initiating and improving the induction process of new staff, including scheduling training and orientations where necessary in agreement with the line manager and CEO. 
· To manage and coordinate the department’s external Christmas card list and Christmas party arrangements.   

· Responsible for organising, managing and monitoring office supplies (including stationery, refreshments, and equipment) in line with BCS policies ensuring best value for money, efficiencies made and budgets are contained.  
· To manage the meeting room booking process for internal and external visitors, ensuring appropriate charges are levied as appropriate, coffee and tea / refreshments are prepared, ordering and organising lunch in line with requests, and that visitors are appropriately accommodated and records are maintained and routinely reported on. 

· To manage the office environment including the meeting rooms, ensuring the office is clean, tidy and working efficiently and looks and functions professionally for both staff and external visitors. Responsible for liaison and collaborative working with the Executive PA regarding any office repairs and maintenance schedules and issues.  
· To organise internal and external events for the department including workshops, away days and out of house staff training.

· To undertake ad-hoc projects as requested.

· Provide cover and administrative support to departments when workloads require it at the request of the CEO.
Finance and Budgetary Management

· Manages and monitors budget and spend across the range of HQ account codes ensuring spend remains within budgets, maintaining accurate records, forecasting spend, phasing budgets, management and reconciliation of petty cash and undertaking monthly reconciliation against finance department records explaining any reasons for variance.

· Processes and co-ordinates completion of paperwork to specified timelines on behalf of the CEO in relation to costs and credit card expenditure.

· Reviews and provides supporting paperwork for invoices and expenses claims for specified budget codes for approval by the CEO.  

· Liaises with the Finance team, co-ordinates arrangements across the department to ensure that staff in the BCS are informed of monthly finance timetables, have a clear understanding on what is required when, that finance deadlines are met and that any issues are highlighted in advance to the CEO. 

Other 
· Shares responsibility in managing the BCS press line. 

· Answers incoming calls and directs to the appropriate department.

· Maintains the HR filing system and executes the staff induction process for all new staff.

· Maintains the contracts filing system.

· Ensure that kitchen supplies and refreshments are routinely replenished (coffee, tea, milk) and biscuits for external meetings re-ordering as and when required. 
· Manages system and process for stationery supplies and requests from staff ordering as and when required, whilst ensuring good use of budgets and value for money. Responsible for ensuring stationery cupboard and photocopier room are tidy, kept in good order and benefit from an annual clear out.  
· Monitors invoices from preferred accommodation providers for officers and ensures that the correct terms are applied.

· Receives visitors for the President/CEO and officers as and when required.

· To respond to ad-hoc requests and undertake any other duties as may be reasonably expected and which are commensurate with the level of the post.

· Adhere and comply with the provisions of the RCP’s Health and Safety Policy.

· Undertake all duties and responsibilities in compliance with the rules and regulations encompassing equal opportunities.

· Help with co-ordination of office moves and moving of furniture for meetings set up and events on site.
Terms and conditions
	Salary:
	£27,600-£31,050 Appointments will be made at the starting point of the band.  



	Annual leave:
	25 days annual leave plus statutory holidays (full time), rising to 27 days after 5 years’ service and 30 days after 10 years’ service

	Other benefits:
	· 35 hour week (may require additional hours commensurate with position)

· Pension scheme (defined contribution) with employers contribution of 7%
· Death in Service Benefit 

· Employment Assistance Programme

· Access to Employee Perks Scheme (through Perk box)
· Interest-free season ticket loan (following completion of probation)

· Individual training and development plan
· Eye Care vouchers
· Free refreshments Monday - Friday

	In consultation with staff, benefits and policies may be reviewed and changed over time.  



Person specification

	Position: Executive Assistant 

	Date:  November 2018        


	


	Qualifications
	Essential
	Desirable

	General and Professional Education
	Application
	Interview

	
	
	

	Essential

Good GCSE grades in English and Maths (or equivalent)

3 ‘A’ Levels or equivalent

 
	(
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	Desirable

Degree Level Qualification or equivalent
	(
	

	Knowledge and Experience
	Application
	Interview

	Essential

Excellent use of English language both oral and written and communication skills   

Computer literate with excellent knowledge of Microsoft Office, particularly Outlook, Word and Excel

Excellent committee servicing and minute-taking skills

Experience of working in a busy office environment supporting multiple executives/directors

At least 2 years working in a similar position

Good keyboard skills 

Highly numerate
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	Desirable

Experience of budget and financial management and reconciliation processes

Working in a Board level environment 

Facilities management  
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	Skill
	Application
	Interview

	Essential
Highly organized and able to multi-task and work under pressure to tight deadlines

Excellent inter-personal and organizational skills

Excellent written and verbal communication skills

Self-motivated and able to use own initiative

Abel to work independently and as part of a team

Respects confidentiality and able to handle a variety of situations with diplomacy and tact

Able to recognize own limitations and seek assistance as required

Flexible, punctual and reliable; strong work ethic

A capacity for hard work and the ability to work well under pressure

The ability to work flexibly and to respond quickly to changing needs

Excellent planning, organizational and time management skills with a systematic and logical approach and an ability to move between tasks, handling work from a variety of sources
Strong numerical skills and attention to detail

Demonstrates proactive approach and strong critical thinking capability.

Takes steps to establish and develop effective relationships with key stakeholders and staff
Able to prioritise work ensuring that projects of the highest importance are delivered first (above those that are driven by crisis or pressure) and manage conflicting deadlines 
Anticipates and pre-empts problems and suggests ways in which the BCS may improve its practices, processes and procedures, identifying emergent needs before they become problems.
Flexible and adapts to agreed changes and new ways of working positively and completely.

Takes the initiative when there is a need to act

Sets high personal standards as an example to others

Strong team working and interpersonal skills in order to interact with a range of internal and external stakeholders

Prioritises workload according to importance and urgency and demonstrates an ability to work to deadlines.

Ability to assimilate complex information and simplify it for committee minute taking purposes

Politically astute 
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	Skills
	Application
	Interview

	Desirable
Experience of working with the medical profession or for a third sector or charitable organisation would be an advantage but is not essential.
HR administration experience
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	Other


Well presented

Able to travel in the UK away from home for the BCS annual conference in June which all BCS staff are required to attend. 
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