
JOB DESCRIPTION
Executive Assistant

Job title: Executive Assistant
Responsible to: Joint Interim Chief Executives
Salary: £30,874 (pro-rata to hours a week worked)
Term: Permanent post with six-month probation
Hours: Between 21 hours and 35 hours / week (flexible arrangements)
Location: Home based with occasional London-office based meetings

(maximum of six per year)

About Genetic Alliance UK
Genetic Alliance UK is the largest alliance of organisations supporting people with genetic, rare
and undiagnosed conditions in the UK. Our members and the people they support are at the heart
of everything we do.

We advocate for fast and accurate diagnosis, good quality care and access to the best treatments.
We actively support progress in research and engage with decision makers and the public about
the challenges faced by our community.

We run two long standing projects:
– Rare Disease UK, a campaign focused on making sure the new UK Rare Diseases Framework is

as successful as possible, and to ensure that people and families living with rare conditions
have equitable access to high quality services, treatment and support.

– SWAN UK (syndromes without a name), the only dedicated support network in the UK for
families that have a child or young adult with an undiagnosed genetic condition.

About the role
This role will work cross departmentally to provide operational and administrative support to the
Senior Management Team, the Board of Trustees and wider team as required.

Purpose of the role
– Support the Senior Management Team and Board of Trustees to deliver their

responsibilities efficiently and effectively.
– Deliver administrative aspects of the governance and management of the charity.
– Increase operational efficiency and ensure cost-effective delivery of the charity’s activities.

Key responsibilities

Facilitate the Board of Trustees to provide effective governance for the charity
– Preparation of Board papers and minute taking at meetings.
– Scheduling and arranging Board and associated committee meetings and AGM.
– Assist with the recruitment, induction and training of Trustees.
– Support the timely submission of annual returns and accounts.



HR
– Facilitate monthly timesheets and payroll updates.
– Assist line managers with recruitment and induction of new staff.
– Maintain up-to-date staff records and documentation.
– Maintain leave and sickness absence records.
– Calculate annual leave entitlement and update annually.
– Organise Disclosure and Barring Service checks (formerly known as CRB checks).

Administrative
– Support the annual Genetic Alliance UK membership renewal process and invoicing.
– Work with the team to deliver successful events.
– Document preparation including proofing and formatting in line with organisational

branding and style guide.
– Process fundraising reports and maintain our supporters database.
– Support the Communications team to maintain our website and social media presence.
– Diary management support for Joint Interim Chief Executives.

Other
– Occasional weekend and evening work.
– Any other administrative tasks as might reasonably be required.

Person specification

Essential criteria
– Graduate qualification or equivalent.
– Minimum one years experience working in a similar role.
– Excellent IT skills including microso� office, google suite, adobe and social media

platforms.
– Methodological, process orientated with attention to detail.
– Able to manage competing priorities to meet deadlines.
– Commitment to concepts of inclusion and diversity and ability to handle confidential and

sensitive information appropriately.
– Excellent written and verbal communication skills and experience of having to produce

documents following organisational brand and style guidelines.
– Ability to work cross-departmentally within the team, as well as to use individual initiative

and judgement.
– Confident, approachable and able to form good relationships with colleagues, Trustees

and other stakeholders.
– A commitment to the aims and objectives of Genetic Alliance UK.

Desirable criteria
– Knowledge of UK charity law and governance.
– Understanding of the challenges faced by people affected by genetic, rare and

undiagnosed conditions.

For more information about our work please visit our website geneticalliance.org.uk.
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