
 
Role profile – Executive Assistant 
 
The role is defined in terms of the key result areas and competencies required. A role profile 
captures the key outputs of the post, rather than a detailed account of the duties. 

Prospect/IDS 

 
Job title: 
Executive Assistant (Negotiating team) 
Responsible to: 
On a day-to-day basis the post reports to a Senior Executive Assistant 
Purpose of role: Use one or two sentences or bullet points that sum up the purpose of the role. Why 
does the role exist? What is the primary objective? 
 
To provide administrative assistance to colleagues to help them carry out their duties more effectively. 
Works in support of the Senior Executive Assistant / line manager to deal with day-to-day office 
workloads. Within the objectives of Prospect there is a strong emphasis for team working at all levels. 
Key result areas: Three to five key headlines that outline the ongoing priorities for the role and the 
expected outputs. What makes this role successful? What are the ongoing priorities? 

 
- In conjunction with, or in the absence of the Senior Executive Assistant / line manager, ensures the 

efficient running of office procedures. 
 
- Carries out a range of administrative tasks including: arranging meetings, answering the telephone, 

responding to correspondence and e-mails, copy typing, transcribing tapes, preparing presentations, 
copying, filing, liaising with branch officers, in order to provide effective support to the negotiating 
staff and equivalents as appropriate in the execution of their duties. 

 
- Responds to queries from members either on own initiative or by reference to full-time official, 

branch representatives, other specialist staff or published information as appropriate to resolve 
enquiries. 

 
- Ensures that everyone in the team is aware of progress with potential Employment Tribunal (or 

other) legal cases, and assists with any action as required. 
Competency 
(Please refer to 
competency 
descriptions) 

Required standard 
Provide specific examples of the key responsibilities or activities 

required by the role against each competency 

Agreed 
competency 
level 

Meeting the 
needs of the 
organisation, 
members and 
colleagues 

Works in support of the Senior Executive Assistant to deal with 
day-to-day office workloads, which may include sensitive 
telephone calls. 
 
Knows where to find the relevant information and ensures that 
admin/files, case records, departmental databases etc. are all up-
to-date. 
 
Assists Organisers based in the office in carrying out recruitment 
and organising activities, including the provision of recruitment 
packs and/or promotional material. 

 
 
 
 

2 

Leadership 

Understands the need for leadership and is willing to share issues 
or concerns with their line manager. 
 
Has earned the trust of their line manager in dealing with particular 
issues. 
 
Able to take ownership of, for example, telephone 
enquiries/detailed messages from members, and finds a way 
through difficult office situations. 
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Communication 

Is confident and effective in dealing with queries, and knows the 
right questions to ask to elicit the appropriate information. 
 
Uses the appropriate house style and communicates according to 
laid-down organisational policies. 
 
Knows when to respect confidentiality. 
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Influencing 

Develops a positive rapport with colleagues, members and 
branches and is able to interact confidently with others at all 
levels. 
 
Is approachable with an easy manner, and encourages others, 
including members and colleagues, to be open and share 
information. 
 
Demonstrates understanding when dealing with difficult individuals 
or situations. 
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Planning and 
organising 

Able to plan and manage their own time effectively and respond to 
a range of requests from others in a timely manner, for example, 
logging and answering incoming mail within seven working days. 
 
Prepares a daily ‘to do’ list of key tasks. 
 
Sufficiently organised to be able to work independently. 
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Analytical 
thinking and 
problem solving 

Is able to find the necessary information, for example, checking 
members’ details on the membership system. 
 
Demonstrates common sense and a logical approach to their 
work. 
 
Able to draw on their relevant experience and anticipate problems 
and queries in advance. 
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Team working 

Is a team player and assists others within (for example, the Senior 
Executive Assistant/other Executive Assistants) and outside (for 
example, Organisers) of their own team. 
 
Is approachable and willing to take on other tasks as reasonably 
required. 
 
Adaptable and able to manage competing demands from others. 
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Initiative 
Demonstrates a willing attitude. 
 
Comes back with accurate answers on queries. 
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