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EXECUTIVE ASSISTANT – JOB DESCRIPTION 

 

Summary 

We are searching for an experienced Executive Assistant to support our incoming Director General and 

existing Executive Team and Chair of the Board, to ensure their daily business lives are exquisitely 

organised.  This is an excellent opportunity to join a dynamic team in a fast-paced, high profile 

organisation. 

Executive Assistant responsibilities 

• Full diary and schedule management including real-time inbox management and prioritisation of 

urgent items. 

• Organising and scheduling internal and external meetings including drafting of agendas and 

other logistics. 

• Pre-meeting planning and research, ensuring briefings from across the team are available, post-

meeting minutes and actions are distributed to relevant staff and completed. 

• Booking and managing travel arrangements and completion of expense claims. 

• Board & Committee support – correspondence, meeting scheduling, agendas and minutes. 

• Project management and administrative support for key business projects. 

• Drafting appropriate correspondence with input from other parts of the organisation. 

Executive Assistant qualifications and skills 

• Minimum of 7 years of experience as an Executive Assistant reporting directly to senior 

management. 

• Expert Microsoft 365 skills including Outlook, Teams, Excel, Word and Powerpoint. 

• Proficiency in collaboration and delegation. 

• Excellent organisational and project management skills with strong attention to detail. 

• Company secretarial knowledge required. 

• Unflappable, enthusiastic with a strong work ethic. 

• Strong writing skills and highly personable. 

Salary and benefits 

Salary range: £37,000 – £45,000 

Full-time, combination of remote and office-based working at our Central London headquarters.  

Benefits include 25 days holiday, Private Medical Insurance or Cash Plan, Life Assurance, Pension  

Reporting to the Director General. 
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British Chambers of Commerce 

As one of the UK’s highest-profile business membership organisations, the British Chambers of 

Commerce (BCC) sits at the heart of a unique network of Chambers of Commerce and Business Groups 

and plays a critical role in promoting the interests of British businesses, both domestically and 

internationally. As a mission-led organisation with a prestigious history and strong reputation, the BCC 

currently represents over 90,000 businesses, which employ almost six million people across the UK. This 

is constituted through a network of 53 Accredited Chambers in the UK and 70 British Chambers and 

Business Groups worldwide, which are trusted champions of businesses, places, and global trade. As 

such, the BCC represents British businesses across all regions of the UK and around the world.  The 

organisation itself is a small, but growing business (c.£5m turnover with a central team of c.30 people 

across Policy, Public Affairs, Media & Communications, Membership, Commercial, Trade and 

Operations). 

 

 

 


