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Personal Assistant to Chief Executive and Board (Female*), Leeds
Part-time (21 - 28 Hours), Salary £27,000 FTE per annum
Salary £xxx p.a	





[bookmark: _Hlk63086998]It’s all about making a difference. 

Imagine being able to go home after work knowing everything you have done and will be doing is having a positive impact on someone. 

Leeds Women’s Aid (LWA) is the largest women’s charitable organisation in Leeds and provides services for women and children experiencing domestic violence and abuse, honour-based violence, forced marriage, trafficking, stalking and harassment and is the lead agency for two consortia, Leeds Domestic Violence Service and Women & Girl’s Alliance Leeds.

LWA are seeking an experienced and highly organised Personal Assistant to provide professional, proactive and confidential administrative support to the Chief Executive, Senior Leadership Team and Board. The successful candidate will provide accurate, efficient and proactive diary and email management, arrange in-house and external meetings, minute meetings, prepare presentations and make travel arrangements as well as other ad hoc duties.

You will need:
· Experience of working within a personal assistant function
· Experience of working in a governance function including arranging, servicing and minuting high level and confidential meetings 
· Strong interpersonal and communication skills, with the ability to build effective working relationships, internally and externally
	
The closing date is 9.00 am on 15th September; interviews will be held on 26th September











Leeds Women’s Aid is fully committed to the principles of equality of opportunity.
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LWA is fully committed to the principles of equality of opportunity and applications are welcome from all sections of the community. LWA is a diverse and inclusive organisation, however we would particularly welcome applications from women from Black, Asian or Minoritized Ethnic communities. 

LWA is committed to safeguarding and promoting the welfare of children, young people and adults at risk and expects all staff to share this commitment.  An enhanced DBS disclosure will be required before taking up this position. 

* Posts are open to women only (Exempt under the Equality Act 2010 Schedule 9, Part 1)

Completed applications should be sent to:  recruitment@leedswomensaid.org.uk
For an informal chat please contact ToniA@leedswomensaid.org.uk to arrange.
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