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PERSONAL ASSISTANT TO TOBY HEWSON

Job Description

Job Title: Personal Assistant

Responsible To: Toby Hewson

Job Purpose: To provide full PA/Secretarial support to Toby Hewson in his role as Chief Executive of Just Different and in his personal affairs.

About the employer

Toby is a thirty year old man.  He uses a wheelchair and a speech synthesiser and leads a busy life.  He is Chief Executive of a charitable organisation he founded in 2007, called JustDifferent. The charity provides workshops about disability and difference in mainstream schools.  In addition Toby does voluntary work on committees for Communication Matters, Scope and other bodies at both local and National levels, as well as actively supporting his old school, Ingfield Manor, where he is a member of the ‘Friends’ committee.  

He enjoys going out with his girlfriend and other friends to pubs, restaurants and, clubs and having weekends away.  He is well travelled, and enjoys planning his holidays both in the UK and overseas.  Toby is a keen skier and is a referee for the Paralympics sport, Boccia.  He is outgoing and friendly with a great sense of humour.

Toby employs a team of 4 Personal Support Assistants who work with him 24/7 and take care of all aspects of his personal care.  There will be on-going liaison between the PA and the PSA team

Primary Responsibilities

The primary responsibilities are outlined as follows:

Just Different

· To act as the principal point of contact for the Chief Executive for telephone enquiries, to respond to such enquiries and draft general correspondence.
· To carry out word processing at an advanced level for the Chief Executive and other members of the management team as directed by the Chief Executive.

· To arrange all management team; trustee and workshop presenters meetings with specific responsibility for preparation and circulation of agendas, production of minutes, the implementation and monitoring of matters arising.

· To manage the business diary of the Chief Executive.

· To manage the business travel arrangements of the Chief Executive.

· To assist the Chief Executive in the preparation of the many and varied talks and presentations he gives to conferences; schools and other audiences.

· To prepare reports as directed.

· To check and record all invoices and pass them for payment.

· To assist in the recruitment of any administrative staff.

Personal

· To assist Toby Hewson in the preparation of documents in respect of his involvement with other charities.

· To arrange billing for expenses etc., where appropriate, for Toby Hewsons attendance at events, conferences etc. when he is appearing in a personal capacity

· To support and enable work with others in the management of Toby’s support plan.

· To check and record all household bills and arrange payment of same.

· To diarise and make arrangements for regular servicing of household equipment as well as ad hoc arrangements for equipment faults and breakdowns, as required.

· To assist Toby in making the necessary arrangements for trips and holidays.

· Any other reasonable duties, as directed.

It is expected that the substance of this work will be focussed on JustDifferent. It is anticipated that the post holder will work 2/3 days per week 9am – 2pm (10/15 hours per week) and be flexible in their ability to attend evening meetings, on average twice per month.

This post will be for 44 weeks per year.  The post holder will NOT be required to work for 4 weeks during August; 2 weeks over Christmas/New Year and for one week over Easter.  The final week can be taken at the discretion of the job holder, although should, except in exceptional circumstances, be taken during school holidays.

