
 

 

 

 

 

 

JOB SPECIFICATION 

Job Title: Executive Assistant to the President and CEO 

Responsible to: Chief Executive Officer 

Salary: £32,000 per annum (pro rata) 

Tenure: Approx. 12 month contract (maternity cover) 

Hours: 22.5hrs per week (with flexibility) 

Location: Home or Central London based 

 
Purpose of job: 

You will make sure the executive and presidential leadership of the Liberal Democrat 
party is effective, efficient and focused on the right issues. 

You will manage and facilitate how decisions and performance information flow 
through management meetings and structures, and make sure the right people decide, 
are consulted and informed. 

You will also support with diary and logistics management. 

 
Key responsibilities: 

1. Diary management and administrative support to the CEO and President, and 
also Directors where required. Prioritising their time effectively, managing 
meeting requests and arrangements. 

2. Produce agenda and minutes for Directors meetings and other meetings where 
required. 

3. Ensure that Directors produce quarterly reports and papers for Federal Board 
and Steering Group meetings - set diary reminders and send frequent 
slack/email reminders. 

4. Prepare and send correspondence on behalf of the President. This includes 
opening post received on a weekly basis. 



5. Arrange and plan all-staff meetings, Q&A’s and updates. 
6. Management of the CEO credit card, sharing credit card reports and purchase 

receipts with the finance team. 
7. Arrange and schedule local party events and AGMs for the President. This also 

includes Regional & State conferences. 
8. Organise & research travel and other arrangements for the President and CEO 

where required. Create itineraries for day trips. 
9. Organise and support internal and external meetings and events on behalf of 

the CEO and President, booking meeting rooms and equipment where necessary 
etc. 

10. Any other reasonable duties as required by the CEO, President and Directors. 
 

Person specification - essential skills and experience: 

● Excellent ability to communicate in a clear and simple way, and write concise 
minutes, guidance and reports in direct, plain language. 

● Good ability to manage and plan projects with many stakeholders, anticipating 
problems before they arise. 

● Good ability to adapt your approach to the working styles of different people, at 
all levels of seniority. 

● Good visual design skills - able to produce high quality, visually appealing 
presentations. 

● Good judgement and discretion in highly sensitive environments. 
● Good ability to use and learn modern software applications. 
● Strong attention to detail. 

 
Application procedure: 

● A full CV of no more than two pages, including a telephone number and email 
address 

● A covering letter (no more than one A4 page) setting out why you want the job 
and how your experience and skills are relevant to it. 
 

To be considered for this position, please submit your application to 
recruitment@libdems.org.uk by Friday 26th November at 12pm. 
 
 
GDPR 

● Take responsibility for understanding and complying with the Liberal Democrat’s 
approach to data protection by completing regular Data Protection and UK GDPR 
training and adhering to policies and guidance which improve knowledge and 
promote best practice. 

 



Information Asset Owners (IAOs), Directors and Heads of teams 

● Take responsibility for understanding and complying with the Liberal Democrat’s 
approach to data protection by completing regular Data Protection and UK GDPR 
training and adhering to policies and guidance which improve knowledge and 
promote best practice. 

● Responsible for specific information assets and assessing and mitigating risks to 
information within the area you manage. This involves ensuring the security, 
accuracy and integrity of the data held on the systems you manage and for 
mitigating any potential risks.  

● Raise awareness of data protection issues and ensure staff are aware of their 
responsibilities towards the information they use. 

Please note:  We will not be able to employ you if you are not eligible to work in the UK. 
We will not be able to obtain a work permit on your behalf. 

The Party believes it is essential to foster equity, equality, diversion and inclusion 
within our workforce. We want our employees to thrive in an environment where 
everyone is welcome and supported to achieve their potential. It is important to 
celebrate what makes us unique and that you feel valued, appreciated and free to 
be who you are. 

 


