
     
 

 

Foundation Assistant & PA to the Chief Executive  
 
Job Title:  Foundation Assistant & PA to the Chief Executive 
Reports to:  Chief Executive 
Terms:  Initial 12-month contract, full time  
Start date:  June 2018  
Salary:  £17-22k  
 
SSF is recruiting for an assistant to work for the Chief Executive and Foundation.  
 

We are looking for an enthusiastic and hardworking individual with strong experience 
of providing outstanding administrative support who is keen to take on a new and 
challenging position.  

As the Personal Assistant (PA) to the Chief Executive, Assistant to the Foundation 
and team leader for our seasonal assistants, you’ll be fulfilling a crucial role 
underpinning the work of the Foundation which drives our projects forward, ensuring 
the organisation’s strategic objectives are fulfilled. 

You’ll work closely with the Chief Executive, helping her to manage her workload and 
taking charge of her busy diary as well as a range of research and administrative 
tasks which support her multi-faceted role. 

You'll have exceptional organisational, prioritisation and planning skills, strong IT 
skills, a keen eye for detail, be able to take the initiative and work independently and 
as a team player. You'll also have strong interpersonal, written and verbal 
communication skills and be able to interact confidently with high level stakeholders 
and colleagues as a key representative of the CEO. 

You’ll also work hard for other teams, helping to ensure our key projects are 
implemented efficiently and effectively.  

About the organisation 

Shakespeare Schools Foundation (SSF) is a national cultural education charity that 
exists to improve the levels of literacy, communication skills and teamwork abilities of 
young people. Our unique drama project gives young people the confidence to stride 
onto whatever stage they choose.  
 



     
 

 

Our mission is to transform lives through the unique power of Shakespeare. 
 
Our objectives are: 

 to promote life skills, social cohesion and ambition 
 to promote educational attainment - especially in literacy, literature and the 

performing arts 
 to provide a unique cultural and creative experience to young people from 

disadvantaged backgrounds  
 
We currently have 30 permanent employees supported by over 100 freelance staff 
during the Festival, which runs in the autumn. We are organised into three teams: 

 Festival and Creative: recruitment of and support to participating schools and 
theatres, manage Festival operations, creation of high quality resources, 
develop workshops and curriculum based products. 

 Income Generation and Communications: fundraising, commercial revenue (e.g. 
box office, merchandise), website, social media, press and PR, promoting SSF 
to existing and new stakeholders 

 Finance and Administration: finance, IT, office management and HR 
 
We actively encourage applicants from BME communities and people with 
disabilities.  This role is based at SSF’s Head Office, currently at 140, London Wall, 
EC2Y 5DN. 
 
Our values are 
 aspirational 
 experiential 
 diverse 
 uniting  
 thrilling 
 transformative 
 
To apply 
Please send a CV and cover letter to recruitment@shakespeareschools.org, subject 
PA to the Chief Executive by 9am Monday 11th June. 
Your letter should outline how you meet the person specification and be no longer 
than one page.  
Interviews will be held on Friday 15th June with an ideal start date in June. 
We actively encourage applicants from BAME communities and people with 
disabilities. 
 



     
 

 

KEY RESPONSIBILITIES 

 

Administration 

 

 Provide comprehensive and seamless administrative support for the CEO, 
including effective diary management, booking meetings, travel organisation, 
expense processing and filing management. 

  
 Be an effective gatekeeper as the primary point of contact for the CEO, dealing 

with incoming calls, email and post. 
  

 Draft correspondence and emails on behalf of the CEO 
 

 Develop an understanding of the CEO’s working styles and priorities in order to 
facilitate effective administrative support and to represent them effectively. 

  
 Take meeting minutes for the team and Board of Trustees, including dealing 

with confidential matters as appropriate  
 

 Update our CRM system, Raiser’s Edge, with activities completed by the CEO 
 

 Manage specific projects on behalf of the CEO, often of a complex, sensitive 
and confidential nature. 

 

 Undertake a variety of other tasks, as required 
 

  
Research and communications 

 

 Complete research tasks which support the CEO’s role, for example 
biographies of stakeholders and profiles of organisations, including funding 
bodies 

 

 Write briefings and agendas for meetings  
 

 Assist the Income Generation & Communications team in drafting blogs, letters 
and press quotes for the CEO 

 

Foundation support 

 

Working with our existing Foundation Assistant, you'll provide support for teams 
across the organisation, including: 
 

 

 



     
 

 

Finance assistance 
 invoicing schools 
 collating supporting documentation for other billing, including recharged costs 

to sub-tenants 
 processing data on our CRM system 
 credit card administration 
 support on debt collection 
 banking administration  
 support with administration relating to freelance staff costs 

 
Support team assistance  

 Fulfil a variety of administrative and support tasks; for example fielding general 
enquiries, sourcing office supplies, maintaining the office space and liaising 
with tenants 

 Process some HR administration, for example DBS paperwork 
 

Festival team assistance  
 Logistical support for staff auditions and training 
 Catering, resources and logistics set up for Teacher Workshops 
 Administrative support for theatre contracting 
 Setting up processes for the collection and processing of our evaluation data 

 

Leading the Festival Assistant team in their duties: 
 Support for the production of Festival Information Sheets 
 Finance/ Box Office Support 
 Teacher & Student evaluation chasing 
 Administration of our appraisals 
 Festival night paperwork 

 
PERSON SPECIFICATION 

 

Experience and skills 

 

Essential 
 Experience of working in an assistant role, preferably to a senior manager or 

director 
 Excellent administration, office and IT skills including Word, PowerPoint, and 

Excel 
 Excellent organisational skills with the ability to work under own initiative as 

well as follow instructions carefully 
 Team player with excellent interpersonal skills 
 Tactful and diplomatic when dealing with sensitive issues 
 Articulate and confident communicator, adept with dealing with people at all 

levels - external and internal 



     
 

 

 Excellent writing skills, including accurate minute-taking  
 Self-motivated and proactive, with the foresight and judgement to make 

decisions when required  
 Excellent phone manner coupled with an ability to communicate clearly and to 

listen effectively 
 

Desirable 

 Experience in co-ordinating internal and external meetings, with the ability to 
manage last minute changes  

 Experience of handling confidential and sensitive information  
 Able to work to tight deadlines and ambitious targets  
 Understands the importance of following through on commitments and 

meeting assigned deadlines 
 Assertive with an outcome focused approach and friendly and helpful 

disposition 
 Ability to maintain productivity and calm when under pressure 
 Excellent attention to detail with the ability to work to a high degree of 

accuracy 
 Flexibility and adaptability, including attendance at meetings outside core 

working hours, including some evenings and, on occasion, weekends 
 


