
 
 
 
 
 
 

Job description  1 

Job description  
 

Job title:   Personal Assistant and Communications Team Support  

 

Reports to:  Business Manager, Communications 

 

Salary:  £32,735 per annum 

 

Hours per week:  37.5 (office hours are 9:00am – 5:30pm, Monday to Friday) 

The Health Foundation  

We are an independent charity committed to bringing about better health and health care for 

people in the UK. 

Our aim is a healthier population, supported by high quality health care that can be equitably 

accessed. We learn what works to make people’s lives healthier and improve the health care 

system. From giving grants to those working at the front line to carrying out research and 

policy analysis, we shine a light on how to make successful change happen. 

We make links between the knowledge we gain from working with those delivering health 

and health care and our research and analysis. Our aspiration is to create a virtuous circle, 

using what we know works on the ground to inform effective policymaking and vice versa. 

We believe good health and health care are key to a flourishing society. Through sharing 

what we learn, collaborating with others and building people’s skills and knowledge, we aim 

to make a difference and contribute to a healthier population. 

Primary Role and Responsibilities 

 

As a Personal Assistant at the Health Foundation you will provide a first-class 

organisational, administrative and PA support service to the Deputy Director of 

Communications, and the two Assistant Directors.  This takes about 60% of your time 

 

This post also assists the Communications team by providing timely and efficient 

administrative and project support.  This takes about 40% of your time. 
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Although working directly with Director level staff, this post jointly forms an administrative 

support function with the Business Manager who is also the Executive Assistant to the 

Director of Communications.  The role is managed by the Business Manager to provide a 

consistent service level across the team and the 4 director functions. 

The Personal Assistant holds prime responsibility for supporting their designated Deputy 

Director (DD) and Assistant Directors (ADs).  Key responsibilities include: 

 

1. Manage the Deputy Director and ADs diaries.  

 

2. Ensure timely and accurate preparation of papers and reports as required. This role 

will be responsible for the routine production and collation of a variety of team 

agendas, papers and meeting forward planners.   

  

3. Organise travel arrangements, including booking hotels and preparing itineraries so 

the DD and ADs arrive at their destination on time and fully prepared.  Ensure 

accurate financial reporting against any expenditure in carrying out this function 

4. Ensure effective organisation/co-ordination of meetings involving the Deputy Director 

and ADs, for example, workshops, seminars, and occasional external events; making 

certain the ADs have all requisite briefing materials and presentations. Maintain a 

proactive relationship with office management to ensure that all associated 

arrangements have been made (e.g. catering, room bookings). As capacity allows, 

this will include events that support the broader team where the Deputy Director and 

AD has oversight of that work.  

  

5. Prepare presentations and meeting papers for the Deputy Director and ADs to a high 

standard and carry out general administrative and secretarial work such as formatting 

documents and PowerPoint presentations.  

  

6. Support and work with other personal or executive assistants, providing cover when 

required.  This applies directly to the EA function to the Director of Communications. 

  

7. Take responsibility for all Communications team meetings on a weekly and monthly 

basis including booking and setting up the space and preparing the agenda, collating 

outputs and tracking action points.   

 
8. Arrange communications team inductions for new staff, including regularly updating 

the content of the induction PowerPoint presentation and materials in line with 

changes to the team.  

 
9. Support the Deputy Director with communications forward planning and coordinate 

the organisation-wide planning and scheduling meeting. Prepare a fortnightly paper 

and update the communications planning grid, as well as printing all relevant papers, 

for the meeting.  

 
10. Maintain the team page on the staff intranet (‘the hub’), ensuring that documents and 

the current team structure are kept up to date. 
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11. Monitor the core ‘Communications Central’ electronic document folders on the main 

system, ensuring logical and easily accessible storage of team documents. Archive 

the team’s electronic documentation on a weekly basis. 

 
12. Plan team socials, ad hoc team workshops and team away days with the Business 

Manager, including logistical support, the creation of materials for the day and 

implementation of follow-up actions from the day. 

 
13. Support the ADs/DD with annual communications strategy planning by organising 

and preparing for multiple organisation-wide workshops. 

 
14. Organise quarterly all-staff breakfasts and assist with the creation of team 

presentations for staff meetings. 

 
15. Provide support to the functional teams within Communications, on an ad hoc and in 

some cases agreed regular basis  

 

16. Participate in various learning processes in order to become familiar with the work of 

the directorate.   

  

17. Undertake such other tasks and duties commensurate with the post as may be 

required from time to time.  

  

Knowledge and experience  

Experience of providing a high-quality service to senior executives in a busy and challenging 

environment.  

Skills and Abilities 

 

1. Excellent PA skills and highly competent in Microsoft Office suite including 
Outlook 2016, Word 2016, PowerPoint 2016 and Excel 2016.   

 

2. Strong organisational, time management and multi-tasking skills and the ability to 
maintain high standards while working under pressure and to deadlines. 

 
3. Creative in approach to problem solving and able to think through the implications 

of different options in terms of the wider organisation.  
 
4. Extremely pro-active, able to anticipate the needs of the DD and ADs and to take 

action or delegate work while also supporting the management of their priorities.  
 
5. Excellent interpersonal skills in order to work across teams and get the best from 

people to assist in delivering the Foundation’s priorities.  
 
6. Ability to act with diplomacy and discretion and to safeguard confidential and 

sensitive information.  
 

7. Ability to empathise and inspire trust and respect in colleagues, managers and 
external contacts.  
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8. Ability to respond quickly to rapidly changing circumstances or work pressures 
while grasping complicated issues quickly.   

 
9. Willingness to develop an active interest and involvement in the wider activities 

and objectives of the Foundation.    
 
10. A commitment to diversity and equal opportunities in employment and service 

delivery. 
 

Desirable skills and abilities 

• An interest in communications and health care.  

• Proficiency in OneNote 2016 (planned implementation 2018/2019) 

• Understanding of file sharing and folders; version control; document management 

• Knowledge of GDPR implementation guidelines 
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