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	Job Title
	Personal Assistant to the Director of Development

	Reports to
	Director of Development 



	Job Purpose

	The PA to the Director of Development is an integral part of the Development team. Reporting to the Director of Development the role provides full PA support to the Director of Development and, where appropriate, diary management and general administrative support to the Campaign Director and the Development Operations Director. 

The role also works closely with the rest of the Development Team, the Provost’s office and the Head Master’s team, and with the extended Eton Community, namely Old Etonians (OE’s), Parents, Past Parents and Friends. 



	Key Tasks and Responsibilities

	· Provide full PA support to the Director of Development, including diary management, arranging meetings and relevant logistics, managing email inboxes and post, helping the Director to prepare for meetings and undertaking general administrative tasks as required.
· Provide diary management and some administrative support as appropriate to the Development Operations Director and the Campaigns Director.
· Provide administrative support to the various volunteer committees, including the preparation of papers in advance, attending and taking accurate minutes during the meetings and circulating minutes in a timely fashion after the meetings. These meetings may happen both onsite and offsite where appropriate.
· Arrange and oversee the Development Team’s travel arrangements, which include both overseas and UK based travel.
· Work with the Development and Campaign Directors as appropriate to provide administrative assistance for fundraising activity, which could include proposal writing, follow up from meetings, management of small-scale events, research, and preparation of meeting information packs.
· Work with the Development Operations Director and Stewardship Deputy Director to produce e-marketing collateral using DotMailer.
· Undertake other tasks and projects as required to facilitate the smooth running of the team.
· Commitment and promotion of equality, diversity and inclusion;
· All positions at Eton are classed as ‘regulated activity’ as per the Keeping Children Safe in Education 2021 guidance, therefore a good understanding of safeguarding procedures is essential;
· Commitment to safeguarding and promoting the welfare of children, including by not limited to, completing safeguarding training as required, and ensuring any safeguarding updates issued by the College are read and understood;
· Understand and comply with procedures and legislation relating to confidentiality.


Stakeholders 

The PA to the Director of Development will have the ability to work independently, using sound judgement and cultural awareness, as well as collaboratively with a range of internal and external stakeholders. Key stakeholders include, but are not limited to:

· The Development Team
· The Provost and Head Master’s offices
· Volunteer committees
· Travel agencies
· Other areas of the school community  

Skills and Competencies Required

[bookmark: _GoBack]To be successful in this role, the incumbent should have:
· Significant experience in a PA role, ideally supporting a senior level employee or a senior management team.
· Experience in taking minutes and producing board papers for meetings.
· Previous experience using MS Office and ideally a CRM system or database (ThankQ would be ideal).
· The ability to manage multiple tasks, people, and deadlines.
· Excellent organisation skills, with high levels of attention to detail and accuracy.
· The desire to work in a busy environment where priorities can be changeable and fluid.
· Excellent communication skills – both written and verbal – with the ability to prepare professional correspondence and reports and deal with a variety of people over the telephone.
· The ability to build relationships.
· High level of initiative – the incumbent should be a self-starter who is able to, and enjoys, anticipating needs and spotting opportunities.
· Discretion, tact, and the ability to maintain confidentiality at all times.
· It would also be beneficial for the incumbent to have a working knowledge of fundraising including an understanding of information and data-protection legislation.

Working Pattern 

· Your working hours will be 9:00 am to 5:00 pm, Monday to Friday with one for lunch. 
· You will be working 52 weeks per year. 
· You will be entitled to 21 days of holiday.
· (You must use all your entitlement (including any lieu days) during periods of school holidays. If a bank holiday falls during a school term period, you will be required to work this day and you will receive an additional day’s holiday in lieu.)
· Any remaining weeks, save as outlined in your annual leave provisions below, are deemed to be non-working weeks.




Last Updated: 10th November 2022

This role profile highlights the key tasks and responsibilities of the role, it is not designed to be an exhaustive list of duties. Roles naturally change and develop over time and it is expected that incumbents will perform tasks which are not included within their role profiles.
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