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JOB SPECIFICATION 

Job Title:   Assistant to the Chief Executive 

Responsible to:   Chief Executive 

Salary:    £26-35,000 pa 

Contract:   Full-time, 3 Months contract 

Location:    LDHQ, Westminster, London 

 

Purpose of job 

This position is at the administrative centre of Liberal Democrat HQ and filling it effectively will be essential 
to our preparations for future campaigns and elections. 

The post-holder will manage the CEO’s correspondence e-mails, diary and meetings, papers and briefings, 
look after their guests and professional relationships, and provide executive assistance carrying out 
management functions across the party. 

They will provide administrative support to the party’s senior management team, coordinating their 
meetings, facilitating business management projects and supporting the wider work of LDHQ. 

 

Key Responsibilities 
 

Assistant to the Chief Executive 

1. Proactively manage the Chief Executive’s diary, including management of meetings, and co-ordination 
of travel and accommodation as required. 

2. Filter and handle enquiries, e-mails and correspondence; prepare papers and presentations; take 
executive action arising from all these and help manage the Chief Executive’s workload. 

3. Administer the regular meetings of Directors and other relevant meetings, including preparing agendas, 
following up action points, and supporting business management projects. 

4. Manage and produce briefing material and necessary papers to ensure that the Chief Executive is fully 
prepared for all engagements. 

5. Ensure appropriate hospitality is extended to the Chief Executive’s guests. 

6. Liaise with key figures in the party, including colleagues in Parliament and the State, Regional and wider 
parties, to help maintain strong working relationships between these and the Chief Executive. 

7. Schedule regular meetings with direct line reports, and follow up key management tasks, chasing actions 
as required. 

8. Maintain a rigorous approach to filing and information management systems. 

9. Other administrative and executive support, as required.  
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PERSON SPECIFICATION 

We are looking for a highly competent administrator to provide first class support to the Chief Executive.  
They will need to meet the challenge of helping keep a complex organisation running smoothly.  This is an 
important role, which will somewhat be shaped through the initiative of its holder. 
 
We need someone who can communicate with a wide range of stakeholders, organise anything anywhere, 
‘manage up’ where appropriate, and be diplomatic, tactful and discreet in everything they do. 
 

Essential Experience 

1. In an administrative, executive assistant or PA role in a pressurised environment. 

2. Diary management and scheduling, ideally including logistics of travel and accommodation. 

3. Working successfully with senior management. 

4. Office management. 

 

Essential Skills 

1. Confident and experienced administrator. 

2. Intellectual confidence to research issues, write up reports, and take relevant executive actions. 

3. Organisation – ability to multi-task, pay attention to detail and deadlines, prioritise multiple demands  

4. Ability to organise others – including senior colleagues. 

5. Ability to prioritise and manage own workload and that of the Chief Executive. 

6. Ability to think ahead proactively, anticipate needs before they arise and take initiative. 

7. Integrity and discretion under pressure. 

8. Ability to filter information and assess priorities. 
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