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JOB DESCRITION OF EXECUTIVE ASSISTANT

	Job title
	Executive Assistant

	Reports to
	Executive Director


Description Summary: Executive Assistant is responsible for Executive Director’s daily, monthly and annual schedules, travel arrangements, and managing communication and relationship issues surrounding the Executive Director, Senior Management team and/or Board of Directors.  The Executive Assistant in liaison with Management will support the Human resource functions of the Organisation 
Job Purpose: To provide administrative support for top level executives including the Board and Executive Director which involves research and clerical support, receiving clients and visitors, arranging travel and correspondence, human resource support and scheduling meetings. He/she is responsible for HR function administration and capacity building and supervising lower level clerical staff.

Roles and Responsibilities
1. Manage and maintain executive schedules, including scheduling travel and conferences, making appointments, and making changes to appointments.

2. Answering and directing calls to appropriate executives and parties, taking messages.

3. Receiving visitors and determining access to appropriate parties.

4. Overseeing administrative policies within LASPNET and within the office; recommending changes as appropriate.
5. Opening, sorting, and distributing correspondence, including emails, faxes, skype and post office mails.

6. Reading and analyzing submissions, letters, agendas, memos and determining significance; routing to appropriate personnel in a timely and efficient manner.

7. Prepare reports, collect and analyze information, undertake research and prepare presentations on behalf of Executive Director.
8. Develop and utilize historical information; provide retrieval of information. Record meeting discussions related to executive meetings   and provide minutes.

9. Maintain inventory and office supplies to the office of Executive Director. Anticipate office needs; evaluate new office products; place and expedite orders when necessary.

10. Ensure operation of office equipment, order maintenance when necessary. Troubleshoot malfunction of office equipment.

11. Maintain knowledge by attending professional and technical educational seminars and workshops; review publications; establish professional and personal networks within the legal aid network.
12. Coordinate finances and assist with budget preparation in office of Executive Director.

13. Meet with special interest groups or individuals on behalf of Executive Director.

14. Prepare executive responses to routine memos, letters, or correspondence for the Executive Director’s approval and signature.

15. Provide clerical and general office support to other offices. Delegate tasks and responsibilities to other staff members when appropriate and as delegated.
16. Support the human resource function of the organisation in consultation with management, including identification of  staffing gaps;  preparation and supporting recruitment process, preparation of contracts;  receiving and handling staff complaints; advising on staff well fare and skilling  needs
17. Prepare and develop a records management system ; maintain and recommend changes to records system  including HR related system when appropriate in the office of Executive Director.

18. Interact with clients and other stakeholders when appropriate and problem solve appropriate, or Document complaints and develop an appropriate course of action. Report problems to Executive Director when they cannot be resolved for attention.

19. Participate in designing or evaluation of policies to ensure they are in compliance with corporate rules and mission for the attention of the Executive Director.

Qualifications
i. Bachelor’s degree in Law,  Arts, Social Sciences,  development studies Mass Communication, Human resource  Management or related field

ii. 2+ years administrative support, Human Resources or executive assistance experience 
iii. Advanced MS Office including Proficient in MS Word, Excel, internet
Required Competencies 
i. Ability to be professional, clear, articulate and accurate in communicating, both verbally and in writing
ii. Necessary computer-based skills also include the ability to set up and maintain email systems, file sharing systems, and calendars, as well as proficiency with statistical software, publishing software, and databases.
iii. Data analysis; Proficient in MS Word, Excel, internet. Perform filtering and sorting of data and other functions
iv. Strong interpersonal skills are also a necessity for interacting with stakeholders, clients, staff  staff, and working with EDs and top-level managers.
v. Adequate administrative skills including appointments, calendar Management, client relations, HR relationship management , designing and maintaining filing system, organizing meetings, record keeping, travel arrangements, event planning, preparing reports, taking meeting minutes.
vi. Adequate research skills, innovations and ability to speak and engage with clients and stakeholders 

vii. Possess personal characteristics; detail oriented, analytical, and good at details, maintaining confidential information, self-propelled time manager and team player among others.  

viii. Behaviour Attributes – team builder and organization developer; results oriented; honest, trustworthy and respectful; easily delegable and capable to deliver high quality and timely  results with limited  or no supervision; self-confident  with initiatives to make things happen; ability to work under pressure and meet strict deadlines.

Working conditions

The job requires a person to work under circumstances ranging from regular, evening and weekend work, working outdoors, working with challenging clients, and so forth.

Direct reports (Responsible for Supervising)   
None 
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