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Job Description
Executive Administrator, Meteos
Meteos

Meteos is a not-for-profit company that convenes  cross-sector initiatives on health, climate change and finance.  Our dialogues provide a forum for senior figures in the corporate sector, civil society, public sector and investment worlds to share different perspectives on the major trends that will shape market, regulatory and societal outcomes in coming years. 
Meteos works with a small core team based out of Oxford, and a global network of researchers and advisors that are contracted on a project basis.  Visit us at: http://www.meteos.co.uk/ or @meteosfutures.
Job Purpose 
The role provides administrative support to the Meteos Directors in their management of the business.  This includes PA support to the Meteos Directors, support in event logistics, and general office administration. As a member of a small team, the Executive Administrator will hold a central role in the company undertaking a range of duties, these are listed below.  

Director Administration 
· Support diary management for the Meteos Directors.
· Research, organise and book travel arrangements for the Meteos Directors, preparing accompanying travel documents, meeting papers and other relevant information

· Provide administrative support to Directors ahead of meetings and events; producing information, photocopying and other required tasks.  

Operations and Logistics
· Support Project Managers on event logistics.       
· Provide support for the production of materials for workshops and events, including formatted documents compiled in well-presented workshop packs, presentations and supporting materials.

Office management 

· Support Meteos offices administration, including answering phones, stock control, dealing with mail and routine correspondence
Finance Administration

· Provide basic finance administrative support managing the documentation of credit card expenses, personal expenses and petty cash

General

· Provide general support to the administration of Meteos undertaking any other duties as required
· Participating as a member of the team in the overall planning and administration of Meteos

Skills and Experience

The Executive Administrator will have the following skills, experience and interests:
· Experience in an Executive Assistant role at a senior executive level, including highly professional diary management and calendar oversight.

· Attention to detail.
· Ability to provide administrative support across multiple, complex, cross-institutional projects.
· Strong communications and inter-personal skills.

· Experience of working to deadlines and under pressure, juggling numerous and different priorities. 

· Ability to maintain spreadsheets (Excel), databases and electronic filing systems.

· Ability to use Word to create and edit documents. 

· Flexibility, problem solving and good judgement.

· An interest in working in a small, dynamic company.
Terms and conditions
The terms and conditions of the post are:

· Part- time, 20 hours per week, ideally spread over 5 days
· Oxford-based

· Salary at pro rata equivalent of £25k/year, depending on experience

· Annual leave at pro rata equivalent of 25 days per year

For expressions of interest, please send cover letter and cv to: info@meteos.co.uk
Meteos Ltd, 16-17 Hollybush Row
Oxford, OX1 1JH
www.meteos.co.uk
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