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	JOB DESCRIPTION



Job Title: 		Administrator & PA to the CEO
Location: 		56a Mitcham Road, Croydon CR0 3RG (Office Based)
Reports to: 		Chief Executive Officer (CEO)
Salary: 		£27,500 per annum
Hours:		Full-time 35 hours per week
Contract length: 	12 months 

About Croydon BME Forum

Croydon BME Forum is a leading organisation representing and empowering Black and Minority Ethnic communities in Croydon. We improve health, well-being, and social equity by advocating BME needs, providing services, and fostering community cohesion. We collaborate with local authorities, healthcare providers, and voluntary sector organisations to ensure culturally appropriate support for diverse communities.
Job Purpose
The primary purpose of this role is to act as central support for the CEO, ensuring the smooth operation of the office, managing daily clerical task coordination information and schedules, ensuring daily operations run efficiently, managing diaries, correspondence, and daily logistics for the efficient running of the organisation.  
This Role will also support the Chair of the organisation with Board Subgroups Meetings to support the efficient function of the Governance of the organisation. 
The postholder will handle mail, organise meetings, maintain file systems and require high discretion, confidentiality and effective communication skills.





Key Responsibilities 

1. Personal Assistant to the CEO

· Manage the CEO’s diary, appointments, and meeting schedule, ensuring effective time management and prioritisation
· Coordinate meetings on behalf of the CEO, including arranging venues, preparing agendas, circulating papers, and managing logistics
· Draft correspondence, reports, presentations, and other documents as required
· Act as a key liaison between the CEO, staff, trustees, and partner organisations
· Support the CEO with organisational planning and day-to-day administrative functions
· Maintain confidential records and handle sensitive information with professionalism and discretion
· Monitor and manage correspondence, ensuring timely responses and appropriate follow-up actions
· Provide administrative support to the CEO and Business Manager on operational and organisational matters
· Undertake any other duties commensurate with the level of the post as reasonably requested by the CEO
2. Administration
· Maintain effective filing systems, databases, staff records, and organisational documentation in line with data protection requirements
· Monitor and manage shared email inboxes, ensuring enquiries and correspondence are responded to promptly and appropriately
· Coordinate room bookings and maintain an accurate booking system, liaising with internal staff and external organisations to maximise effective use of facilities
· Support project teams with administrative tasks, including document preparation, data entry, reporting, and record management
· Assist in the organisation and administration of meetings, events, training sessions, and other organisational activities
· Oversee the ordering, tracking, and maintenance of office supplies, stationery, and equipment
· Ensure office equipment, including printers, telephones, and other resources, is functioning effectively and arrange maintenance or repairs where required



· Support the upkeep of office facilities and building equipment to ensure a safe and efficient working environment
· Provide administrative support relating to contracts, service agreements, and supplier records, including monitoring review and renewal dates
· Work closely with the Business Manager to support administrative staff and contribute to the effective operation of the office
· Support recruitment and onboarding processes, including preparing documentation, coordinating interviews, and maintaining personnel records
· Assist with grant applications and room bookings  
· Maintain accurate employee records and HR files in line with GDPR and organisational policies 

3. Directors and Trustees Administrative Support 

· Support the Chair, Board of Trustees, and Board Subgroups in the planning and administration of meetings
· Schedule Board, committee, and subgroup meetings and coordinate all associated arrangements
· Prepare, compile, and distribute agendas, reports, papers, and supporting documentation in a timely manner
· Attend Board meetings, Board Subgroup meetings, and the Annual General Meeting (AGM), taking accurate minutes and maintaining action logs
· Circulate minutes, action points, and relevant documentation following meetings and monitor progress where appropriate
· Maintain accurate records relating to Board and Trustee activities and governance matters
· Support compliance with governance requirements, policies, and organisational procedures
· Assist with the administration of governance processes, including maintaining registers, records, and key governance documentation

General Responsibilities

· Work in accordance with Croydon BME Forum’s policies, procedures, and values
· Maintain confidentiality and comply with data protection and information governance requirements at all times
· Promote equality, diversity, inclusion, and community cohesion in all aspects of work
· Establish and maintain positive working relationships with colleagues, trustees, volunteers, partners, and stakeholders



· Participate in training, supervision, team meetings, and professional development activities as required
· Undertake any other duties consistent with the nature and grading of the post


	PERSON SPECIFICATION



Job Title: Administrator, PA to CEO 
The requirements listed below indicate the qualities, skills and experience we believe to be necessary in order for the post-holder to perform this role effectively. Some of the requirements are essential and some are desirable.  To be short-listed it is important that the applicant show clearly how they meet the requirements deemed Essential By Giving Specific Examples.
Essential:
· Qualification in administration or equivalent experience
· Experience in administration within an organisation
· Strong administrative and time management skills
· Excellent written and verbal communication skills
· Ability to maintain confidentiality and manage sensitive information
· Strong IT skills, including Microsoft Office (Word, Excel, Outlook)
· Ability to manage multiple priorities and work independently

Desirable:
· Experience working within the voluntary or community sector
· Experience supporting senior leadership or executives

Personal Qualities:
· Organise, proactive and reliable 
· Professional and approachable manner 
· Strong attention to detail
· Effective communication skills
· Ability to work independently and as part of a team
· Commitment to equality, diversity, and community empowerment

Administrator & PA to CEO JD June 2026                                                          3 

image1.jpeg
o

CROYDON BME FORUM




