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Job Title:

Executive Assistant to the General Director
Status
:

Permanent 
Reports to:

General Director
Supervisory 

responsibility:
None

Main Purpose of the Job
To provide highly effective, professional and reliable executive administrative support to the General Director and his wider office.
Key Responsibilities 
General Director Administration
· Acting as a point of contact, sifting and filtering issues to the General Director where appropriate along with background information. 
· Managing the diary, ensuring the best use of his time, and attendance at events such as major rehearsals, performances, and internal and external meetings. 

· Producing travel and meeting itineraries, including researching and booking accommodation and travel.  
· Handling correspondence, including email, phone calls and post; drafting replies and ensuring timely and accurate responses. 
· Ensuring correspondence and documents are produced to a high standard of presentation, and proof reading such papers.
· Ensuring the security, safety, maintenance and archiving of General Director office files in line with data protection requirements.   
· Processing General Director credit card expenses in line with financial procedures. 
· Providing occasional cover when required for the Opera North Reception.  

· Dealing with highly confidential information with absolute discretion. 

General Administration
· Collating information and reviewing materials required for the Arts Council England Annual Survey and other grant applications. 
· Supporting the scheduling, agenda planning, minute taking and progress chasing on a range of internal meetings (e.g. Senior Management Team, Finance & General Purposes Committee, COVID-19 Taskforce)

· Maintaining delivery and focus against action plans, especially related to Arts Council England.

Board
Ensuring the timely preparation and distribution of the agenda & papers 
· Provinding reports and information as required.

· Arranging Board and subcommittee meetings, including room bookings, catering arrangements and refreshments. 
· Taking and distributing accurate meeting minutes. 
· Maintaining Board members and Board Assessors contact lists, and supporting them where required. 

· Organising the induction of new board members. 

· Preparing and following-up agenda items for GD and Chairman catch-ups.
· Booking Trustees tickets for Opera North performances as requested.
Guests
· Meeting and greeting external guests, ensuring that a positive and professional image is maintained at all times.
· Dealing with any ticket requests from external contacts for Opera North performances in liaison with the Company Manager.
Events
· Planning and executing the opening night and autumn Season Launch events in liaison with the Development team
· Planning and executing bi-annual Company Meetings in conjunction with the General Director
PERSON SPECIFICATION

	Education & Training 
	Essential/

Desirable
	Assessed by

	Educated to a minimum of A level standard or equivalent.
	Essential
	Application/Certificates

	Secretarial or IT qualification.
	Desirable
	Application/Certificates

	Experience & Knowledge
	
	

	Demonstrable experience of working in a PA or senior administrative role.   
	Essential
	Application 

	Excellent minute-taking. 
	Essential
	Application/Interview

	A high level of computer proficiency, including Word, Excel, Outlook, PowerPoint, Teams, databases and internet applications. 
	Essential
	Application

	A demonstrable interest in the arts.
	Essential
	Application

	Excellent standard of written and spoken English.
	Essential
	Application/Interview 

	Travel booking and preparing travel itineraries 
	Essential
	Application

	Professional experience of arts administration.
	Desirable
	Application

	Experience of funding applications
	Desirable
	Application

	A demonstrable interest in opera. 
	Desirable
	Application

	Competencies
	
	

	Accuracy and attention to detail.
	Essential
	Interview

	Ability to anticipate and to think several steps ahead.
	Essential
	Interview

	Ability to prioritise workload, responding flexibly to changing circumstances.
	Essential
	Interview

	Confidentiality, tact and discretion.
	Essential
	Interview

	Interpersonal skills with the ability to communicate effectively.
	Essential
	Interview

	Strong work ethic and commitment.
	Essential
	Interview

	Ability to work independently and collaboratively.
	Essential
	Interview

	Commitment to continuous professional development.
	Essential
	Interview

	Awareness of equality, diversity and inclusion issues relating to the role.
	Essential
	Interview

	Special Features
	
	

	Flexibility to work occasional evenings and weekends. 
	Essential
	Application Form/Interview


All employees are expected to provide proof of their right to work in the UK before or on upon their employment. 
Additional Responsibilities
· Any other duties as may reasonably be required within the level and scope of the post. 

· Ensuring the highest standards of professional performance are maintained.

· Supporting and wherever possible promoting and contributing to equality and diversity within the organisation.

· Taking reasonable care of your own health and safety and that of any person who may be affected by your acts or omissions, including following Opera North health and safety procedures and co-operating with the organisation on health and safety issues. 

· Participating in arrangements for performance review and appraisal.
· Ensuring that professional skills are regularly updated through participation in learning and development activities.
Additional Information

Salary:


c. £25,000 per annum

Hours of work:  
35 hours per week, 9.30 a.m. to 5.30 p.m., with an hour unpaid for lunch and occasional evening or weekend work. 
Type of contract:
Permanent
Normal place of work: 
Premier House, Upper Briggate, Leeds. 

Holiday entitlement:

33 days inclusive of 8 statutory holidays per year.
Pension:
Opera North will automatically enrol you into the company pension upon appointment and after 3 months’ service will make a contribution equivalent to 5.5% of your basic pay, should you meet the current legislative criteria. You will not be required to make a personal contribution to qualify. Opera North reserves the right to make changes to its pension scheme.

