

[image: A blue and white logo

AI-generated content may be incorrect.]


BUSINESS WEST - JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:	Executive Assistant to the CEO
Hours:			37 hours per week – (can consider part-time 30 hours + p/w)
Location:                   Leigh Court and Central Bristol with hybrid working

	Salary:	            circa £33,000 pa - dependent on experience	

	Reports to:		CEO

	
Purpose:


	This is a pivotal role at the heart of Business West for a highly organised, adaptable professional who wants to be more than a traditional Executive Assistant. You will make sure the CEO’s time is focused on what matters most, drive meeting actions through to completion and take ownership of key projects – using modern digital and AI tools to work smarter.

To provide:
· Proactive, high-level executive support to the CEO and Executive Team, acting as a trusted first point of contact for the CEO’s office.
· To coordinate projects on behalf of the CEO
· To support project management and execution of key projects
· Company Secretary for Business West



	Staff: n/a

	Budget Responsibilities: n/a

	
Key Responsibilities

Proactively managing the CEO’s diary, inbox, travel and meeting schedule – prioritising competing demands, resolving clashes and protecting time for strategic priorities. 

Owning the follow-up from the CEO’s meetings: capturing decisions and actions, tracking progress and chasing action owners so that deadlines are met.

Preparing briefing notes and background information ahead of the CEO’s meetings, events and external engagements.

Coordinating and tracking key projects and initiatives on behalf of the CEO, including timelines, stakeholder updates and progress reporting.
Provide EA & project management support to existing, and new, Corporate Policy Projects/Special Activities.
Co-ordinate/project manage our British Chambers Accreditation & Reporting requirements.

Identifying opportunities to streamline and automate processes in the CEO’s office, making effective use of Microsoft 365, the CRM system and AI tools such as Microsoft Copilot.

Preparing and circulating papers and minute taking for meetings, including Board meetings, Committee Meetings and Executive Board meetings.  Chase committee actions, director responses, external invitations and relevant papers.

Updating the CRM system with the CEO’s activities.

Completing accounts processes, including expenses claims for CEO, Commercial Director and Marketing. 

Managing and coordinating correspondence and enquiries and directing them to the correct departments for action. 

Updating the Intranet as necessary and other internal communications.

Undertake other duties as required from time to time to support Business West’s business needs, including flexibility in working hours, eg for Staff Days, early Board meetings.
Provide EA support to associated Directors and Heads of Department as directed by the CEO.
Provide EA support to BW associated partnerships/relationships (such as HSW & Visit West).
Other tasks and duties
· To operate within Company policies and best practices including Equal Opportunities policies, Health & Safety guidelines, Quality, accounting procedures, and Environmental practices supporting our journey to Net Zero.
· To uphold the Company’s values
· To represent the Company at meetings and events
· To participate in personal job-related development and training as required by the line manager



GDPR

	· Maintain a thorough understanding of the personal data that you collect and process.
· Comply with the Company’s policies, systems, processes and documentation on data protection.
· Refer Subject Access Requests and report any data breaches in line with the relevant procedures.

	
We are a disability confident committed employer.  If you need any reasonable adjustments during the application or recruitment process, please email hrteam@businesswest.co.uk. If you need any help or assistance completing the application process, please let us know and we will be happy to help you.

Business West is committed to promoting equality of opportunity for all staff and job applicants. We aim to create a working environment in which all individuals are able to make best use of their skills, free from discrimination or harassment, and in which all decisions are based on merit.


	

	
Person Specification

	
	Essential
	Desirable

	Knowledge/
Experience
	A proven record of working as an executive assistant or project coordinator in a senior executive team.

Experience of managing a complex, fast-moving diary and inbox for a senior executive.

Experience of coordinating projects or workstreams from start to finish, tracking actions, timelines and stakeholders.

Excellent written and verbal communication skills.
	Experience of Board/committee administration or company secretarial duties.



	Skills - personal
	Ability to relate appropriately with staff, clients and partners at all levels of seniority.

Discreet and able to keep confidences

Exceptionally well organised, with a proactive approach and the ability to anticipate needs before they arise.

Ability to prioritise workload and work on own initiative.

Flexibility, adaptability and ability to work under pressure and juggle changing priorities.

Excellent literacy skills.

Attention to detail
	Good numeracy skills

	Skills - technical
	Ability to work competently with Office 365 applications, supporting the preparation of reports, presentations and spreadsheets.

Experience of working with AI tools (e.g. Microsoft Copilot, ChatGPT) to streamline activities, analyse data and prepare documents and presentations, with a genuine enthusiasm for adopting new technology. 

Ability to quickly learn and adopt new systems and digital tools.
	Experience of using a CRM system.
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