SAVE THE CHILDREN INTERNATIONAL [image: ]
ROLE PROFILE

	TITLE: Executive Assistant to COO

	TEAM/PROGRAMME: Program Delivery
	LOCATION: UK (London or Remote) or any existing Save the Children International Regional or Country office Worldwide

	GRADE: Centre C  
Mid-Senior level
	CONTRACT LENGTH: 1 Year Secondment


	CHILD SAFEGUARDING: (select only one)

Level 1:  A basic criminal record background (DBS) check is required/equivalent police record check.  


	ROLE PURPOSE: 
To provide comprehensive administrative and organisational support to the Chief Operating Officer (COO), ensuring efficiency and effectiveness in diary management, meeting preparation, and travel arrangements. The role exists to enable the COO to focus on strategic initiatives by managing day-to-day operational tasks autonomously while maintaining a high level of confidentiality and professionalism. By coordinating logistics and facilitating smooth communication, this role contributes to the overall success of our charity's mission and objectives.


	SCOPE OF ROLE: 

Reports to: COO
Staff reporting to this post: None


	KEY AREAS OF ACCOUNTABILITY : 
· Manage complex diary schedules and organise meetings, ensuring all logistics are coordinated and preparation materials are available in advance.
· Plan and arrange comprehensive travel itineraries, including ticketing, accommodation, travel documents, and necessary currencies.
· Review and manage the COO's inbox, responding to or flagging emails as appropriate, and maintaining a well-organised email filing system.
· Draft and proof-read a variety of documents, including Board, Management Committee, and SLT papers, ensuring content meets review deadlines.
· Organise and manage departmental and leadership meetings, preparing agendas, pre-reads, and ensuring all relevant updates and feedback are incorporated.
· Maintain and update departmental records, including organogram and contact lists, ensuring accuracy and confidentiality.
· Provide occasional administrative support to the Director of International Programmes Operations
· Manage monthly Horizon send out


	BEHAVIOURS (Values in Practice)
Accountability:
· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values
· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.
Ambition:
· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same
· widely shares their personal vision for Save the Children, engages and motivates others
· future orientated, thinks strategically and on a global scale.
Collaboration:
· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters
· values diversity, sees it as a source of competitive strength
· approachable, good listener, easy to talk to.
Creativity:
· develops and encourages new and innovative solutions
· willing to take disciplined risks.
Integrity:
· honest, encourages openness and transparency; demonstrates highest levels of integrity


	QUALIFICATIONS  
· Degree or Certification in Business Administration, Management, or a related field: While formal academic qualifications are valuable, equivalent professional experience may also be considered.
· Professional Certification in Administrative or Executive Assistance (such as IAAP CAP): This is advantageous but not mandatory.
· Proficiency in Computer Applications: Extensive knowledge of Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).


	EXPERIENCE AND SKILLS

· Significant Experience in Diary Management: Proven track record of managing complex schedules and organising meetings at various levels of an organisation.
· Proficient Experience in Travel Planning: Demonstrated ability to plan and arrange comprehensive travel itineraries across multiple regions.
· Experience in Inbox Management: Ability to review, manage, and maintain a high-volume email inbox, flagging and responding to emails as appropriate.
· Considerable Experience in Document Preparation: Skilled in drafting, editing, and proof-reading a variety of professional documents, including Board and SLT papers.
· Experience in Organising Meetings and Events: Competence in preparing agendas, collating pre-reads, and incorporating relevant updates and feedback for departmental and leadership meetings.
· Experience in Managing Records: Proven proficiency in maintaining and updating departmental records with a focus on accuracy and confidentiality.
· Familiarity with Diversity, Equity, and Inclusion Policies: Understanding and application of DEI principles in daily operations and interactions.
· Exceptional Organisational Skills: Ability to prioritise tasks effectively, manage multiple activities simultaneously, and ensure all logistics are coordinated seamlessly.
· Strong Communication Skills: Both written and verbal, for drafting, proof-reading, and liaising with various stakeholders.
· Attention to Detail: Critical for maintaining departmental records, organising meetings, and managing complex travel itineraries.
· Problem-Solving Abilities: Ability to anticipate issues, troubleshoot problems independently, and offer creative solutions.
· Interpersonal Skills: Approachable demeanour, good listener, and able to build and maintain relationships with team members, partners, and other stakeholders.
· Confidentiality and Integrity: High level of discretion in handling sensitive information, consistent with the values and policies of SCI.
· Technological Proficiency: Familiarity with various communication and collaboration tools like Zoom, MS Teams, and document management systems.


	Additional job responsibilities
The duties and responsibilities as set out above are not exhaustive and the role holder may be required to carry out additional duties within reasonableness of their level of skills and experience.

	Equal Opportunities 
The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:
We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:
The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy.

	Health and Safety
The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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