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JOB DESCRIPTION 

 
ROLE:     Executive Assistant  

 
POST HOLDER:   

 
REPORTING TO:   Executive Director of the Worcestershire Local Enterprise Partnership (LEP) 

  
WORKING HOURS:  Full Time – 37 hours per week 

    Fixed Term Contract to 31 August 2015 
 
LOCATION:   Worcester 

 
MAIN PURPOSE: To assist the Director, Operations Manager and Chairman of the LEP in the 

effective co-ordination of the day-to-day strategic running of the business, 
providing a comprehensive administrative support service. 

 
KEY DUTIES & RESPONSIBILITIES: 

 

1. To promote a professional image of the Worcestershire LEP both internally and to external 
stakeholders, the general public and Board members. 

 
2. To provide a professional and comprehensive administrative support service to the LEP Director. 
 
3. To attend, take and prepare minutes. 
 
4. To liaise with Worcestershire County Council on finance and purchase orders, ensuring appropriate 

paperwork is raised and keep record of expenditure. 
 
5. To liaise with Herefordshire and Worcestershire Chamber of Commerce on staffing, stationary and IT 

matters ensuring that company policies and processes are adhered to. 
 
6. To plan, trigger and ensure the timely preparation and delivery of papers to the LEP Board Directors 

and maintain accurate records. 
 
7. To ensure that the LEP Director's flow of work is prioritised to meet deadlines and is produced to the 

highest standard of accuracy and presentation. 
 
8. To manage and bring forward system for papers for future meetings and ensure they are filed 

accurately.  Initiate a chase system for papers not received.  Ensure correct papers are available a 
week in advance. 

 
9. To review all LEP correspondence: 
 

 To sift to minimise correspondence requiring the LEP Director's attention. 
 To determine action required and prioritise for action. 
 To initiate response on behalf of the LEP Director - written, telephone or person to person 

communication. 
 To present documents accurately, professionally and promptly. 

 
10. Accept all telephone calls to the LEP Director's Office: 
 

 To filter all calls to the LEP Director 
   To address the enquiry when appropriate. 
 To discuss issues with the LEP Director and respond to enquiries on their behalf. 
 To initiate action on behalf of LEP Director. 
 To communicate information accurately and promptly. 
 To redirect for action. 

 
11. Manage the LEP Director’s Diary: 
 

 Arrange appointments to maximise effective use of time and minimise travel time. 
 Filter appointment requests for Chief Executive’s attention and delegate as appropriate. 
 Ensure relevant papers are prepared and provided in advance of meetings. 
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12. To plan, trigger and ensure the timely preparation and delivery of papers and arrangements for the 
calendar of events, corporate calendar and general meetings, etc. arranged through the LEP 
Director's Office. 

 
13. To prepare reports and correspondence to an accurate and professional standard and to progress 

chase papers circulated for response.  
 
14. To ensure meeting accommodation, catering and equipment requirements are arranged and 

confirmed. 
 
15. To prepare PowerPoint presentations accurately, in a professional style to meet deadlines and 

manage the presentation directory. 
 
16. To attend external events as and when required. 
 
17. To maintain accurate filing and document management systems. 
 
18. To respect confidentiality in all matters at all times. 

 
GENERIC TASKS: 
 

1. To work closely with other team members to ensure that all Business Plan, Performance and 
Financial Targets are achieved. 

 
2. To keep updated with all new literature and information and maintain a thorough knowledge of new 

procedures. 
 
3. To work closely with other team members and complement and support the organisation’s delivery 

and development. 
 
4. Any other duties as directed by the LEP Director. 

 
PERSON SPECIFICATION: 

 
1. Proven experience of working within a similar PA/Administrative role. 

 
2. Proficient in minute taking. 
   
3. Qualified to NVQ level 3 or equivalent in an appropriate discipline as a minimum together with RSA 

level 2 or equivalent. 
 
4. Proficient in the use of Microsoft Office i.e. Outlook, Word, Excel and Powerpoint. 
 
5. Proven ability to demonstrate appropriate levels of assertiveness when required. 
 
6. Professional credibility with high levels of personal motivation. 
 
7. Ability to communicate confidently at all levels (verbally and in writing) externally and internally at all 

levels. 
 
8. Ability to manage a range of different tasks with developed time management skills 
 
9. Ability to work on own initiative with minimal supervision. 
 
10. Results driven. 
 
11. Customer focussed. 
 

 
MOBILITY: 

1. Car owner with full driving licence.  

 


