TEAM PA

Location: Vauxhall, London

Contract: Full Time, Permanent

JOB SUMMARY
Malaria No More UK is a dynamic and motivated partner driven charity – and
we’re looking for a proactive team PA who will fit in and help us all perform at our
best. You’ll support a team of senior staff, have a ‘can-do’ attitude, an eye for detail
and excellent IT skills. Your organisational and communication skills will be key to
helping the charity run smoothly. The role will include the obvious sorts of tasks
associated with it – including minute taking, diary coordination and so on; but if you
want to work with us it is not just practical skills we’re looking for; but a confident,
and engaging colleague to be a key part of our staff team in a collaborative and
effective way.
In return, Malaria No More UK will provide you with an excellent remuneration
package, opportunities to grow and develop your skills, a dynamic and effective team
of colleagues and, of course, an incredible cause to support.

ABOUT MALARIA NO MORE UK

QUALIFICATIONS, SKILLS
AND EXPERIENCE

KEY RESPONSIBILITIES
•

Direct support of senior managers including
diary coordination, arranging travel (UK &
International) and triaging of select email
inboxes.

•

Providing organisational support including
taking minutes and being part of the
business support function.

•

Being a primary contact point for external
engagement including suppliers, donors and
partners.

•

Completion of expenses claims and company
credit card receipts

•

Coordinating team events and sending
mailmerge invitations

•

Generating reports, spreadsheets.
presentations and charts

•

Deputising for the Executive PA during leave
periods

•

Assisting with general office management
and business support

•

To undertake any other reasonable
additional duties as required by MNMUK.

Essential
•
Previous PA / secretarial / administration
experience in a multi-leadership environment
•
Confident communication skills with an
excellent standard of English
•
Excellent IT skills in all MS Office packages
including mailmerge, Excel, Word, PowerPoint
etc
•
Excellent attention to detail
•
Effective minute taking
•
Highly organised and proactive
•
Flexible, hardworking, professional and
motivated
•
Team player
Desirable
•
Some office management experience
•
Events organisation
•
Basic HR and Financial understanding
•
IT conversant
The interview process will include a practical test to
assess key skills
This job description and person specification
is a statement of requirements at the time
of writing and is not contractual or
exhaustive. It should not be seen as
precluding future changes after
appointment to this role and may be
amended over time in consultation with
the Operations Manager

STAFF BENEFITS

To apply, please send your CV and a covering letter explaining how
your skills and experience match our requirements to
recruitment@malarianomore.org.uk by 5pm on 21st March 2019
Interviews and start date asap.

