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You will provide a high level of administrative support that contributes to the Exec Support Team delivering an efficient and effective service in a fast-paced environment.  
										
What are my key responsibilities?

Act as the initial point of contact for colleagues, customers, partners and the general public. Understand the key roles, responsibilities and priorities of the Executive Directors, proactively building strong relationships with all internal and external contacts in order to provide a high level of support.

Support the team with all administrative activities in an accurate and timely manner. This will include, but is not limited to, booking and managing conferences and events, travel and hotel accommodation, meeting management, collating receipts and information for credit card expenditure and raising and concluding purchase orders.

Prepare agendas, collate relevant paperwork for meetings, create online meeting packs and potentially take minutes if and when required. Ensure that relevant reports are collected in a timely manner and are circulated and distributed as necessary.

Utilise a wide range of IT systems and in-house applications to update and review reports, presentations and maintain databases. Complete electronic filing and scanning of paperwork at regular intervals to ensure all files are up to date and accurate.

Work in accordance with whg policies and procedures and actively promote and demonstrate whg’s values. 


										
Relationships

You will report to the Executive Assistant and support the wider Executive Support team. You will be working with Senior Executives and the wider Leadership team so confidentiality and integrity is a key requirement. 

You are required to support and engage with all parts of the organisation, working across teams.
										
Role Requirements: 

In order to be successful in this role, you will need:
 
· A good standard of education at GCSE C or above (Level 2+)
· Experience of working in an environment requiring tact, judgement and discretion
· The ability to use IT application packages such as Word, Excel and PowerPoint 
· Excellent organisational skills, with an ability to multi-task and prioritise effectively
· Excellent communication and interpersonal skills
· Ability to work under pressure and be flexible as part of a small team
· Excellent attention to detail
· Experience of diary management is desirable
· Experience in recording and producing accurate, concise minutes within agreed deadlines would be beneficial
· The ability to maintain absolute confidentiality
· The ability to use tact and diplomacy
· An understanding of Data Protection principles
									
whg’s values and behaviours 

At whg we have an ambitious aim to be an exceptional place to work that attracts, develops and retains talent. 

We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in the Corporate Plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy
You can rely on us. We are honest in everything we do.
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	Respectful
Valuing people and treating everyone with empathy and fairness.
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	Accountable
Taking responsibility for our actions and owning the delivery of our promises.
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	Collaborative
Achieving great things by working together.
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	Excellent
Striving to be the best and delivering the best outcomes for customers and the organisation.




Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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