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                                              Job Vacancy
	Job Title:
	Directorate Assistant

	Location:
	Whiston, Rotherham

	Job Type:
	Maternity cover, part-time

	Hours:
	30 hours per week

	Salary:
	£19,456 per annum, pension, and other benefits


CISWO is a national charity whose mission is to improve the lives of individuals and communities facing disadvantage due to the impact of the coal mining industry.

We are currently recruiting for a Directorate Assistant based at Head Office at Whiston to support the directorate and senior management teams, undertaking a range of tasks and responsibilities including gathering, collating and analysing information, arranging events, supporting marketing activity, project work, organising and maintaining files and records, planning and scheduling meetings and appointments.  This is a maternity cover role for 9 months.
You will be responsible for scheduling and setting up internal and external meetings, agenda management, minute taking, action tracking and relevant communication.  You will support the directorate team with diary and calendar management and members of the senior management team with various administration duties.  You will assist with the production of marketing materials, developing social media activity, and assisting with promotional activity.
You will have experience of writing reports, presentations and briefs, supporting procurement and assisting with the organisations health and safety management.  You will also be required to oversee version control of policies and documents and co-ordinating compliance related record keeping and reporting.  Some telephone reception duties will also form part of this role.

You will have excellent organisational and interpersonal skills and be confident when dealing with all levels of people within the organisation.  You will have excellent administration skills, experience in diary management, the ability to plan and organise your own workload with excellent attention to detail.  You must have excellent IT skills including a working knowledge of presentation software packages and experience of data analysis and report writing.  Project management experience would be desirable.
For internal applicants, please complete an Expression of Interest Form available on PeopleHR.
For external applicants, please contact HR for an application form on 01709 728115.

Closing date 22 July 2020.
CISWO is committed to the provision of a supportive learning environment 
for staff and equality of opportunity in all aspects of its work[image: image2.png]
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