
 
 
 

PA to the Executive Team 

Hours               22.5 hours office based 
Holiday             25 days + bank holidays (Pro-rata’d)                                  
Start date          As soon as possible 

Location           London, with occasional travel to Bristol office 

Salary               £24,000 - £29,000 (Pro rata’d. £3,000 London weighting) 

plus 4% pension contribution on confirmation of appointment 
365 day a year access to an Employee Assistance programme 

Employer administered Childcare Voucher scheme 

Cycle to Work scheme 

Key purpose of role 

We are looking to recruit a dynamic and highly organised PA who will report directly 
to three Directors and act as office coordinator for our London office based near 
Borough Station. This is an important role as the successful candidate will represent 
the charity with many of our senior stakeholders.  They will be confident in pro-
actively managing a busy Senior Leadership office and dealing with senior 
executives across the charity sector, government, business and philanthropy. 

About SafeLives 

We are SafeLives, a UK charity dedicated to ending domestic abuse for good. Each 
year nearly 2 million people in the UK suffer some form of domestic abuse. We 
combine insight from services, survivors and statistics to support people to become 
safe, well and rebuild their lives. Since 2005, SafeLives has worked with 
organisations across the country to transform the response to domestic abuse, with 
over 60,000 victims at highest risk of murder or serious harm now receiving co-
ordinated support annually. We believe that no one should live in fear. It is not 
acceptable, not inventible, and together – we can make it stop.  

At SafeLives we are committed to supporting your career progression through a 
strong learning and development programme and mentoring. This gives everyone a 
wide range of opportunity to move up and across a growing organisation. 

Responsibilities 

1. To pro-actively organise the office of the 3 Directors to ensure that they are 
making the best use of their time, including but not limited to: 

 Acting as a first point of contact: dealing with correspondence and phone 
calls 

 Managing diaries and organising meetings and appointments 

 Taking lead on the administration of key meetings, including scheduling 
meetings,     supporting preparation, minute taking, and supporting follow 
up. 



 
 
 

 Booking and arranging meeting rooms, setting up conference calls/Skype 
calls 

 Booking and arranging travel, transport and accommodation 

 Assisting at events and conferences 

 Reminding Directors of important tasks and deadlines 

 Typing, compiling and preparing reports, presentations and 
correspondence 

 Managing databases and filing systems, including maintaining up to date 
contact information on the SafeLives CRM and utilising the online 
SharePoint and HR system 

 Implementing and maintaining procedures/administrative systems 

 Liaising with staff, suppliers and clients 

 Collating and filing expenses, using online financial systems 

 Working with the other PA to the Executives to ensure support for senior 
leadership is effectively coordinated 

 Miscellaneous tasks to support the Directors’ remits, for example, 
corporate governance reporting or conducting research 

 

2. To act as the Operational Management Team’s administrative contact point 
by: 
 
 

 Sending and responding to emails relating to meetings 

 Preparing meeting packs for the monthly OMT meetings, taking minutes and 
tracking follow-up actions 

 Drafting internal OMT correspondence 

 Arranging OMT meetings, and inviting external speakers as required 

 Coordinating with team members 

3.    To coordinate the running of the London office in conjunction with the overall 
office coordinator by. 

 Meeting and greeting key external visitors, 
 Preparation of papers for Directors 

 Maintaining stationery and printer facilities 

 Working with the Office Coordinator, staff and IT provider to resolve issues 
when they arise 

 Other ad hoc office coordination that arises. 

 Key Skills 

1. Excellent management skills with the ability to prioritise internal/external demands on 
OMT’s time and meet tight deadlines 

2. Ability to take minutes during large meetings involving the Senior Leadership Team 
ensuring accuracy to a high standard  



 
 
 

2.      Excellent organisational skills with the ability to multi-task and prioritise 

3.      Excellent communication skills both verbal and written 

4.      Excellent digital skills, including familiarity with Office 365 including Excel, Word and 
PowerPoint; SharePoint and CRM systems 

5.      Basic understanding of IT equipment such as laptops and phones and ability to work 
with IT provider to address issues. 

6.      Previous experience as a PA 

7.      Financial literacy an advantage 

8.      Outstanding interpersonal skills both face to face and by phone 

9.      Accuracy and attention to detail 
10.   Self-starter with the ability to use their initiative and judgement in dealing with staff 

and outside contacts without direct supervision 

11.   Proven ability to maintain confidentiality and be discreet at all times as well as 
maintain a professional, courteous and calm manner 

12.   Ability to manage change 
 

 The PA will be Reporting to the Director of External Relations, Director of Drive 
and Chief Operating Officer. 

 


