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JOB DESCRIPTION 
Job Title:                 Executive Assistant
Department:          Management
Reports To:             Executive Director
Direct Reports:      Administrative Officer
Indirect Reports:   None
Organisational Background:

Malaria Consortium is one of the world's leading non-profit organisations dedicated to the comprehensive control of malaria and other communicable diseases in Africa and Southeast Asia. Malaria Consortium works with communities, government and non-government agencies, academic institutions, and local and international organisations, to ensure good evidence supports delivery of effective services, providing technical support for monitoring and evaluation of programmes and activities for evidence-based decision-making and strategic planning. The organisation works to improve not only the health of the individual, but also the capacity of national health systems, which helps relieve poverty and support improved economic prosperity. 

Country and Project Background:

The role is based in Malaria Consortium’s UK office in London.  Malaria Consortium operates in two main regions, being Asia and Africa and the UK office provides a management and support function to the regional management teams.  The majority of Malaria Consortium’s staff are based regionally and management responsibility is devolved to the regions for programme delivery with 3 of the Global Heads based in the UK.   The UK office supports specific programmes with global coverage, our global external advocacy and communications team, global HR and part of the technical team are also based here.  
Job Purpose:

· Provide executive assistance on key aspects of the Executive Director’s role such as support to the Board and its sub-committees, the Global Management Group, donors and supporters as required.

· Office Manager of the Malaria Consortium office in London.
Key Accountabilities:

To plan, attend and support Board meetings:

· Ensure agendas are prepared and papers are issued in advance in consultation with the ED, the GMG and the Chair of the Board of Trustees
· Oversee and support the administrator on the logistics, planning, venue booking and attendance for the Board Meeting.

· Provide support as required by the Chair at the meeting and for work outside of the meetings.
· Provide a secretariat and fully support the Board and its committees.

· Plan and prioritise time for meetings and chase progress

· Ensure all relevant communication is sent to Trustees before and between meetings

· Prepare Board documents and reports on a timely basis and as required

· Keep an updated list of Trustees and their contacts

· Organise induction for new Trustees

· Organise Trustees and other international field trips.

· Ensure that reports and information is provided to regulatory authorities on time

· Take notes at the meeting, prepare the meeting minutes and finalise with the ED and Chair and distribute to Board Members

· Take notes at the sub-committee meetings (held quarterly), prepare the meeting minutes and finalise with the ED and Chair and distribute to Sub-Committee Members

· Provide administrative and project management support to Board initiatives.

To support executive and senior management team meetings:

· Ensure agendas are prepared and papers are issued in advance; to plan and prioritise time for meetings and progress-chase

· Organise electronic or conference call meetings

· Ensure follow-up of GMG meeting main action points as necessary

· Take notes at the meeting, prepare the meeting minutes and finalise with the ED and distribute to GMG Members

· Prepare staff updates for the quarterly GMG meetings and distribute

· Maintain other data bases as required by the ED and the senior management
To support the GMG and M&E Director in organizational performance tracking and reporting
· With the support from the M&E Director, develop and maintain an organisational performance data bank

· Provide analysis and collate evidence from the performance database for reporting to the Board of Trustees and the Global Management Group.

To act as office manager for support to the UK office:
· Organise the office layout and maintaining supplies of stationery and all equipment;

· Maintain the condition of the office and arranging for necessary repairs;

· Oversee the training and induction of new staff on health and safety and administration

· Manage the budget for office services in coordination with the finance team

· Review and update health and safety policies ensuring they are observed;

· Liaise with Ethical properties and attending tenants meeting for provision of all office services
· Line manage the Administrative Officer to ensure all required support to the office completed and supports the staff member in setting and achieving their objectives.
To undertake administrative duties:

· Assist the ED and GMG in arranging appointments, meetings and travel as appropriate and provide management support as required.

· Proactively assist the ED in responding to communications
· Assist the ED in research required in preparing for presentations and reports

· Manage practical arrangements for visitors and events including fundraising, advocacy, parliamentary and corporate events 

· Assist in management and support of senior international staff

To support internal communications function

· Maintain the communications function internally, on behalf of ED, when required and support management of intranet in the UK and ensure adequate and regular internal communication to staff from senior management.

· Assist the ED in circulating information internally and externally

· Ensure adequate and regular communication from senior management to staff

· Assist in intranet maintenance and functioning 

To undertake other special projects at an organisational level as necessary

PERSON SPECIFICATION

Qualifications and Experience:         

Essential:       

· Bachelor’s degree in related field, could include business, international development, public health, media/communications or equivalent experience
· INGO experience 

· Organisational development experience

· Line management experience

· Project and/or organisational performance management and reporting experience 
· Experience and understanding of working in a diverse setting including across cultures especially Asia and Africa
Desirable:           
· Project Management qualification e.g. PRINCE 2 Practitioner level
Work Based Skills and Competencies:            

Essential:        

· Strong project management skills, including strategic planning

· Experience working at a senior support level preferably within an NGO environment

· Budget development and management skills

· Considerable organisational and administrative skills and experience

· Donor/client relationship management experience

· Understanding and links with organisations working in international development, institutions and the global community

· Strong interpersonal skills and effective working style

· Sensitivity to confidentiality issues and diplomacy

· An open and receptive, tactful approach 

· Ability to plan, manage and prioritise workload

· Advanced computer skills

· Excellent communication skills, both written and spoken English; another language would be an advantage

· Ability to take accurate and appropriate minutes

· Ability to follow-up with donors, partners and clients

· Ability to assist in research and preparation for presentations, reports, and policy writing
Desirable:

· Demonstrable ability to supervise interns or staff

OTHER KEY INFORMATION

Length of contract
Permanent
Location

London, UK
Travel involved

No
Other
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