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Job role 

In this role, you will provide assistance to the Directors and Senior Managers of the Supervision team 

by providing secretarial and administrative support.  

 Position type  

› 37 hours per week 

› Permanent  

› Reports to Executive Director of Supervision.   

Your role and responsibilities 

› Providing assistance in managing the Directors’ schedule, by arranging meetings in an 
efficient manner. 

› Becoming a key point of contact for team meeting planning and support. 
› Providing general clerical and administrative support as required, whilst following and 

adhering to internal office procedures. 
› Printing and distribution of papers where required, and follow up of assigned and agreed 

action points where necessary. 
› Maintaining an effective diary system for the directors. 
› Facilitating key supervisory meetings, internal and external. 
› Providing assistance in arranging the directors schedule and arranging meetings in an 

efficient manner. 
› Meeting and greeting visitors and new staff. 
› Arranging travel and hotel accommodation for supervision staff, on business trips or 

attending conferences, in accordance with our travel guidelines. 
› Providing cover for other secretarial and support staff during periods of absence. 
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› To be able to learn quickly and apply new knowledge to work situations. 
› Competent Microsoft Office skills (Outlook, Word, Excel and PowerPoint). 
› The ability to follow and be aware of office procedures and organisational processes. 
› Good interpersonal and communication skills, both written and verbal. 
› The confidence to work with new and emerging technology. 
› Good planning and organisational skills. 
› Ability to multitask and manage interruptions effectively. 
› To be an effective and flexible team player. 
› A personable approach with the ability to work unsupervised. 
› Strong customer and stakeholder management skills. 
› The ability to respect and maintain confidentiality at all times. 
› A high level of professionalism both internally and externally. 
› Relevant qualifications (Diploma or Degree level) (desirable but not essential). 

 
Competencies 

› Planning and organising  
› Teamwork  
› Reliability  
› Strong communication skills. 
› Good attention to detail.  
› A focused approach to work.  

 
Knowledge and experience 

› The role holder must be experienced in the use of computer-based tools, including Microsoft 
Office. 

 
 

 

 

 

 


