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	Job Title:
	
Executive Administrator to the Country Director 

	Department:
	Management 


	Location:
	Mogadishu - Somalia


	Reports to: 
	Country Director


	Line Management responsibility: 
	None

	Budgetary Responsibility: 

	None

	Child Safeguarding level: 
	We are committed to the safeguarding and protection of children and vulnerable people in our work. We will do everything possible to ensure that only those who are suitable to work with children and vulnerable people are recruited to work for us. 
Therefore, this post is subject to a range of vetting checks including a criminal records disclosure, DBS, or in the event that the employee is not a UK resident, a check to its equivalent in the current residing country will be required.


	Job Purpose: 
The Executive Administrator is accountable for ensuring quality, efficient and proactive administrative support services to the Country Director (CD) and will hold the position of Administrator within the SMT.

	Key Accountabilities:
· Provide comprehensive administrative support service to the CD and SMT, including the proactive management of the CD’s diary, key contacts and prioritising email and correspondence.
· Organize and take minutes of SMT and other meetings as required, ensuring that reports are produced according to schedule and that minutes and agendas for meeting are circulated on time.
· Take a lead role in organizing the logistical arrangements for meetings, receptions and other events involving the CD, in liaison with other departments as required. This will include taking full responsibility for scheduling timings and venues, communicating arrangements to partners and Muslim Aid staff, organizing transport, booking facilities and hiring service providers as required.
· Receive and welcome visitors professionally to the Country Office for meetings with the CD or SMT members. Manage the schedule for these appointments and screen unplanned visitors as required.
· Attend to and monitor urgent enquiries and issues, ensuring that they are brought to the Country Director’s attention and, where relevant, referring matters to appropriate staff for response.
· Arrange the Country Director’s travel plans/itinerary and accommodation and facilitate the same for the SMT, in liaison with the relevant departments in the Country Office.
· Develop an action plan tracker and ensure that all action points from all the meetings are logged on to the tracker and a regular follow up is conducted to ensure completion of all key tasks
· Ensure completion of all documents that come for Country Director and other SMT members signatures and follow up with relevant departments in case certain documentation is missing
· Identify appropriate opportunities to ensure CD’s visibility and accessibility is maintained, working with relevant departments where necessary.
· Provide high quality word processing, minutes, documents preparation, and editing services for the Country Director.
· Maintain an effective and confidential recording and filing system for the Country Director, and other members of the Senior Management Team as required.
· Process the Country Director’s correspondence, including preparing replies to routine and basic correspondence on behalf of the Country Director.
· Other duties as may be assigned by the Country Director.



	Person Specification 


	
	Essential / Desirable
	Assessment Stage

	Qualifications: 


	Educated to bachelor’s degree level. Bachelor’s Degree in Communication/Journalism, Social Sciences, or development studies
	Essential
	Application

	Postgraduate degree in Communication/Journalism 
	Desirable
	Application

	Experience & Knowledge: 


	Proven experience in providing high quality administrative and personal assistant services to senior level staff
	Essential
	Application and Interview

	Possess proficiency in Microsoft Office products (Word, Excel, Outlook, PowerPoint, and Access)
	Essential
	Application and Interview

	Excellent written and verbal communication skills
	Essential
	Application and Interview

	Good analytical skills with the ability to identify key points from complex material or information.
	Essential
	Application and Interview

	Demonstrated personal integrity and ability to deal with sensitive and/or sensitive issues with tact and diplomacy while maintaining complete discretion and confidentiality
	Essential
	Application and Interview

	Ability to cope with varying workloads and interruptions and to organize activities to provide efficient services
	Desirable
	Application and Interview

	Skills & Abilities:


	Good interpersonal and communication skills and ability to liaise effectively with people at various levels. 

	Essential
	Application and Interview

	Good teamwork skills with the ability to work with different and sometime conflicting agendas.

	Essential
	Application and Interview

	Good organisation, coordination, and Delivers timely and appropriate results using available resources

	Essential
	Application and Interview

	Strong and well-developed analytical skills coupled with experience of writing quality reports with Strong analytical abilities.

	Essential
	Application and Interview

	IT literate with knowledge of Microsoft Office applications and the ability to learn and use any software adopted by Muslim Aid. 

	Essential
	Application and Interview

	Ability to adapt to changing deadlines and priorities.

	Essential
	Application and Interview


	Ability to work in and with a diverse team.

	Essential
	Application and Interview


	Ability to work under pressure and on own initiative. 

	Essential
	Application and Interview


	Ability to analyse and assess complex situations and develop policies.

	Desirable
	Application and Interview

	Willingness to travel at short notice.
	Essential
	Application and Interview


	Commitments:


	Commitment to Muslim Aid’s Mission, Visions, and Values

	Essential
	

	Commitment to Muslim Aid’s ethos

	Essential
	

	Commitment to equality of opportunity and diversity

	Essential
	

	Commitment to Muslim Aid’s Child and Vulnerable Adults Policy and Procedure

	Essential
	





	

	
	

	You will display the competencies below :

	Competencies
	Definition

	Team working
	Co-operates with and respect colleagues to exceed up and beyond individual efforts.


	Communication 
	The ability to listen, express and communicate information effectively.
 

	Performance Management 
	Delivery of organisation objectives through effective setting of SMART personal goals and team goals.


	Results Focused 
	Getting the job done in an efficient way through effective time, task, and financial management.


	Leadership 
	Inspiring, supporting and developing others to achieve outstanding levels of performance.


	Innovation & Continuous Improvement 
	Constantly seeking to improve the way business is done through analysis, creativity, problem solving and change initiatives.





	Please signify your acceptance of this job description by signing below and returning a copy to HR

	Employee signature: 
	
	Employee Name: 
	
	Date: 
	

	Line Manager signature:
	
	Line Manager Name: 
	
	Date:
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