LONDON
SCHOOL of
JOB DESCRIPTION HYGIENE
&TROPICAL
MEDICINE

Job Title: Executive Assistant (Maternity Cover)

Department: Directorate

Faculty/Professional Service: Central Service

Location: Keppel Street

Reports to: Strategic Executive Officer

Full Time/Part Time/Casual: Full-time

Grade: Grade 5

Overall Purpose of the job: The post holder will join the Executive Office to
provide outstanding administrative support to the LSHTM’s Director and
members of their senior team. In particular, they will manage the professional
schedule and correspondence of designated members of the LSHTM’s senior
leadership. The post holder must be highly experienced in executive support,
including the ability to effectively manage complex itinerary in multiple global

locations and have a good understanding of the national and global
environments the Executive works in.

The post holder will be self-motivated, innovative, and have a strong work ethic.
They will have excellent organisation and interpersonal skills and able to
command the trust and confidence of a range of stakeholders including external
and senior stakeholders. The ability to think ahead and demonstrate effective
problem-solving skills is essential, as is the ability to prioritise conflicting tasks
and a challenging workload. The post holder will have an interest in the Higher
Education sector with a commitment to making a positive impact.

They will undertake all the normal administrative activities of a senior assistant,
including managing competing priorities and providing efficient administrative
support to enable the smooth running of strategic projects. Whilst the role
holder will deliver excellent diary management and administrative support they
will also be expected to lead on and support a range of projects throughout the
year of varying parameters and lengths. They will also undertake efficient
financial management of the Director’s Office pay and non-pay budgets.

General Information

The London School of Hygiene & Tropical Medicine (LSHTM) is one of the world’s
leading public health universities.

Our mission is to improve health and health equity in the UK and worldwide;
working in partnership to achieve excellence in public and global health research,
education and translation of knowledge into policy and practice.

Staff and students are committed to helping create a more healthy, sustainable and
equitable world for everyone, because we believe our shared future depends on
our shared health.

We embrace and value the diversity of our staff and student population and seek to

promote equity, diversity and inclusion as essential elements in contribution to
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improving health worldwide. We believe that when people feel respected and
included, they can be more creative, successful, and happier at work. While we
have more work to do, we are committed to building an inclusive workplace, a
community that everyone feels a part of, which is safe, respectful, supportive and
enables all to reach their full potential.

To find out more please visit our Introducing LSHTM page.

Our Values

Our values establish how we aspire to achieve our mission both now and in the future
- demonstrating what it means to work and study at LSHTM. Please visit our LSHTM
Values page for further information.

%) &R 35

Act with Work
integrity together

Main Duties and Responsibilities

¢ Manage the professional schedule on behalf of senior leaders to support
and enable delivery of their strategic objectives and ensure they are fully
prepared for their diary commitments, including complex diary management
and travel logistics.

e Liaise with a wide range of colleagues to provide high quality briefings and
exceptional horizon scanning and forward planning.

e Work closely with the Strategic Executive Officer to understand LSHTM’s
strategic priorities in order to effectively support senior leadership’s
commitments, and balance competing commitments for maximum
effectiveness and impact.

e Manage the correspondence of the senior leaders, assessing priorities and
escalation needs to ensure an effective flow of information and
communication to and from the Executive Office. Draft correspondence on
behalf of the Director.

e Deal with highly confidential issues, recognising the sensitivity and possible
reputational implications of such matters and ensuring appropriate liaison
with managers and other internal and external colleagues. This will include
human resources related issues concerning staff.

e Bring urgent matters to senior leader’s attention and provide solutions for
resolution.

e Demonstrate strong written and verbal communications on a daily basis, by
writing reports, papers, briefings, articles and other documentation and
presenting these as and when required.

e Undertake research and analysis, prepare management and briefing
materials and make recommendations to senior leaders on complex issues
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ensuring different options are provided, analysing information as required e.g.
use of qualitative analysis to turn text responses to questions on specific
topics into a summary of key views for review by committees.

e Assist senior leaders in the co-ordination and management of key
institutional level and VIP visits, including making logistical arrangements.

¢ Provide high-level support for senior leader’'s meetings, including collating
and distributing papers, drafting minutes, following up and tracking actions.

e Embody the highest standards of customer service as the first point of
contact for a wide range of internal and external stakeholders, projecting a
positive impression of the School and the Executive Office at all times,
responding promptly and appropriately to requests for information or
assistance including from high profile individuals and organisations, and
liaising diplomatically with colleagues facing conflicting pressures and
deadlines;

e Manage the Director’s Office budget, including forecasting, monitoring
income and expenditure approving expenditure and making decisions based
on best value for money for the School.

e Ensure expenses and credit card reconciliation is done on time and
following school policy.

¢ Manage electronic filing systems in SharePoint to enable efficient and
collaborative working.

e Provide secretariat support to working groups as required, scheduling
meetings and working with relevant senior colleagues to shape the agenda
and drive actions according to strategic priorities.

e Manage projects and events independently as needed, working
collaboratively with colleagues within and beyond the Executive Office,
communicating regularly the status of projects and escalating issues
promptly where necessary.

e Take responsibility for responding positively and proactively to issues and
opportunities arising, always working collaboratively and taking into
consideration the impact on colleagues.

e Contribute actively to sustaining a positive working environment, building
effective relationships, engaging with the wider School, and embodying at
all times the School’s values.

e At all times when communicating, be responsive, polite, friendly and
efficient; the image of the Executive Office represents the image of the
School.

Additional Information

e Contribute to general activities of the School that contribute to the School’s
overall objectives.

e Actively promote inclusive and anti-racist practices, systems and behaviours
across the School, as part of the School’s aim to become an inclusive and
fair organisation.

e Demonstrate LSHTM’s values through your behaviour at work, including
your duties and responsibilities in respect of equality and diversity, health
and safety, data protection, and any other legislative requirements.
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Generic duties and responsibilities of all LSHTM employees

This job description reflects the present requirements of the post but may be
altered at any time in the future as duties and responsibilities change and/or
develop providing there is consultation with the post-holder.

The post-holder will carry out any other duties, tasks or responsibilities as
reasonably requested by the line manager, Dean of Faculty, Head of Department
or Head of Professional Service.

The post holder will be responsible and accountable for ensuring all LSHTM
policies, procedures, regulations and employment legislative requirements are
adhered to including equality and diversity and health and safety.

This job description is not a definitive or exhaustive list of responsibilities
but identifies the key responsibilities and tasks of the post holder. The
specific objectives of the post holder will be subject to review as part of the
individual Performance and Development Review (PDR).
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PERSON SPECIFICATION

This form lists the essential and desirable requirements needed by the post holder
to be able to perform the job effectively.

Applicants will be shortlisted solely on the extent to which they meet these
requirements.

Competency | Evidence E/D
Education, e Undergraduate qualification at Higher Education E
Qualifications level, or equivalent

and Training e Evidence of further professional development D
Experience e Proven and extensive experience of supporting a E

senior executive, including experience of organising
and streamlining the workload and timetable of a busy
senior professional

e Experience of diary management and effective
prioritisation techniques

e Experience of servicing committee and meetings
including agenda management and managing
confidential information, displaying a high level of
diplomacy, exercising discretion in all duties

e Extensive experience of organising complex overseas
travel programmes

e Experience of managing projects short, medium and
long term

e Experiencing of writing documents including briefings,
papers for committees and information for general
viewing

e Experience of managing budgets

Knowledge e Knowledge of current challenges within the higher D
education sector

e Working knowledge of another major language than
English. D

e Understanding the mission and values of the Schoal,
including its commitment to improving health and D
health equity in the UK and worldwide

e Knowledge of project management principles and
processes

General e Ability to maintain complete confidentiality E

e The ability to provide pro-active, dynamic, and timely
support whilst demonstrating the ability to meet tight
deadlines and working with attention to detail and E
accuracy at all times

e Demonstrate a motivated, disciplined, and pro-active
commitment to professionalism, collaborative working,
and the delivery of high-quality service and
staff/student satisfaction levels

» Ability to encourage positive working relationships and | g
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commitment to working as part of a team, by
demonstrating personal conduct, integrity and
credibility that commands the confidence of senior
managers and staff at all levels, external partners and
stakeholders

e Ability to favorably represent the School with
enthusiasm and integrity and demonstrate high levels
of personal self-motivation, stamina, have a flexible
approach to work and be receptive to change

e Independently problem solving and providing a E
solutions-based service

e Be an ambassador for LSHTM and develop networks E
to knowledge share and improve processes

o Excellent organisational skills and the ability to co-
ordinate, plan and multiple priorities, while maintaining | E
a high level of accuracy and attention to detail, and
delivering within agreed timescales and targets

o Ability to apply intellectual rigor and understanding, to
analyse and interpret complex data in a logical manner
and explain and summarise findings

e Excellent interpersonal skills and the ability to adapt E
oral and written communication methods and styles to
present information clearly and concisely, appropriate
to the target audience

o Efficient digital record keeping and records E
management using SharePoint or similar system
e Good oral communication skills, including confident E

presentation during meetings and the ability to
communicate clearly with visitors from all parts of the
world

e Ability to be decisive and react appropriately to short
and long-term tasks and challenges, and pro-actively
use initiative within agreed limits to demonstrate
effective and creative problem solving skills

E-Essential: Requirement without which the job could not be done
D-Desirable: Requirements that would enable the candidate to perform the job well

Date compiled: Feb 2025
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Salary and Conditions of Appointment

The post is fixed term for 1 year and full-time 35 hours per week, 1 FTE. The post
is available as a Maternity Cover. The salary will be on the Professional Services
salary scale, Grade 5 scale in the range £39,182 - £44,847 per annum pro rata
(inclusive of London Weighting).

The post will be subject to the LSHTM terms and conditions of service. Annual
leave entitlement is 30 working days per year, pro rata for part time staff. In
addition to this there are discretionary “Wellbeing Days.” Membership of the
Pension Scheme is available.

LSHTM has a Hybrid Working Framework, which alongside agreed service
requirements, enables teams to work more flexibly (if the role allows), promoting a
greater wellbeing and work/life balance.

Application Process

Applications should be made on-line via our jobs website. Applications should also
include the names and email contacts of 2 referees who can be contacted
immediately if appointed. Online applications will be accepted by the automated
system until 10pm of the closing date. We regret that late applications cannot be
accepted. Any queries regarding the application process may be addressed to
jobs@Ishtm.ac.uk.

The supporting statement section should set out how your qualifications,
experience and training meet each of the selection criteria. Please provide one or
more paragraphs addressing each criterion. The supporting statement is an
essential part of the selection process and thus a failure to provide this information
will mean that the application will not be considered. An answer to any of the

criteria such as "Please see attached CV”, “Yes” or “No" will not be considered
acceptable and will not be scored.

Please note that if you are shortlisted and are unable to attend on the interview
date it may not be possible to offer you an alternative date.

Asylum and Immigration Statement

LSHTM will comply with current UKVI legislation, which requires all employees to
provide documentary evidence of their legal right to work in this country prior to
commencing employment. Candidates will be required to email a copy of their
passport (and visa if applicable) to HR prior to their interview and if appointed will be
asked to bring the original documents in to be copied and verified before their start
date.

Applications from candidates who require sponsorship to work in the UK will be
considered alongside other applications. Applicants who do not currently have the
right to work in the UK will have to satisfy UK Visas & Immigration regulations before
they can be appointed.

Further information about Sponsorship and eligibility to work in the UK, can be
found on the government immigration rules page.
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