Executive Assistant to the Chief Executive (Graduate Programme)
At TLG, we’re passionate about building an exceptional staff team that love making a difference to struggling children across the UK. We are continually on the lookout for great people to journey with us and join our vision. An exciting new opportunity has arisen for a graduate to train up in the specialism of Executive Support, who would consider a career in this profession. The EA to the Chief Executive is an integral and trusted role right at the heart of the action. We are looking for someone who is excited about helping senior leaders with executive tasks, operations, organisational efficiency, problem solving, the ability to react and pivot as things change.
The successful candidate will have a natural leadership gift, will be comfortable with challenging the status quo, and be able to lead up and across the organisation with heads of departments and directors, to deliver the strategy and agenda that the Chief Executive & Executive Director are working towards. They will be trained in all aspects of executive support, working closely with the Head of Executive Strategy. TLG is interested in an individual that has a proactive instinct to fulfil the role successfully, to anticipate the needs of senior leaders, and provide effective problem solving ahead of issues emerging, with a relational approach who can partner effectively and negotiate well across the team at all levels.
Job Tasks:
Executive Support
Provide high level administrative support to the executive leadership team: specifically, the Chief Executive Officer & the Executive Director.
Manage complex calendars, inboxes, scheduling meetings and coordinating travel arrangements. Researching, preparing data, reports and presenting information.
Coordinate Internal communications with the Head of People & Culture, supporting the Chief Executive & Executive Director with proactive communication opportunities throughout the year with a broad range of internal and external stakeholders.
Administratively support the running of TLG’s Advisory Council and trustee board, engaging and coordinating board members and leading on the reporting processes.
Operations
Coordinate reporting of TLG’s Excellence Standards, working with key excellence leads, providing effective reporting to the trustee board, and engaging with external bodies.
Collaborate with internal specialists to ensure TLG stays abreast of mandatory training requirements to ensure compliance at all levels within the team and trustee board
Lead the implementation of staff conferences, National Support Brunch and online, and other staff meetings, working with the Head of People & Culture.
The ideal candidate will be:
Driven to execute and complete tasks.
Flexible, responsive and able to adapt quickly.
Proactive, organised and focused. 
Comfortable with confidentially and being aware of sensitive or difficult topics.
Digitally savvy! 
Able to thrive at achieving and exceeding targets. 
A people person.
Able to say no and push back in an appropriate way.
Passionate about supporting and enabling leaders to be the best they can be.

