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	Role Profile


	Executive Assistant (Fundraising support) 
	
	Purpose

	Reference No.
	FCCT/EXA/2025
	Type
	Individual
	
	Perform a variety of highly specialised and confidential administrative support duties in support of the Chief Executive Officer (CEO) and wider senior team with a particular emphasis on FCCT’s fundraising strategy and action plan. The role includes administrative operations, CEO hospitality, project support, deadline compliance, and creating/managing documents and files. The role may evolve to include line management of up to 5 staff.   

	Service
	Support Services
	
	

	Job Family
	FCCT - Professional 
	Grade 
	FC6
	
	



	Key Responsibilities - For this role, there is an expectation that all, or a combination, of the following will be undertaken:
	

	Person Specification: Skills, Knowledge, Qualifications or Experience - Criteria can apply to more than one task or responsibility
	E
	D

	Provide high-level administrative support and assistance to the Chief Executive Officer and other SMT staff, as requested by the CEO.
	
	Relevant professional qualification (i.e. business management, secretarial studies) or equivalent experience
	
	

	Organise, coordinate and schedule meetings with Board of Trustees and external partners and Senior Leadership in external organisations
	
	Experience of working in an Executive Assistant or Personal Assistant role
	
	

	Prepare meeting agendas, perform research for meetings, minute taking and minute presentation.
	
	Confident and highly developed minute and note taking skills
	
	

	Book business travel arrangements, including flights, transportation, and lodgings for CEO and other staff or members of the Board, as requested by the CEO.
	
	Excellent IT skills, including use of MS Office packages, proficiency in word, outlook, excel etc.
	
	

	Contributing to the delivery of the FCCT fundraising strategy and action plan; maintaining and supporting computer systems and processes to support delivery and follow-up, data/document management, preparing and distributing documentation, scheduling and coordinating internal meetings and appointments and supporter follow-up.
	
	Highly organised and able to effectively manage workload 
	
	

	Manage calls for the CEO, ensuring prompt and appropriate responses, demonstrating an understanding of the need for confidentiality and diplomacy when dealing with senior individuals and a variety of influential partners. Screening, rescheduling, or passing calls as may be required.
	
	· Excellent communication skills, both verbal and written.
	
	

	CEO email account management including appropriately responding to meeting requests, organising, archiving, applying filters and reporting spam/unwanted messages. 
	
	· Experience of reporting to and working with directors and senior leaders.
	
	

	
Track calendars of all SMT, ensuring availability for meetings requested by or with the involvement of the CEO, and defending time in the context of overall CEO responsibilities and commitments.
	
	Diplomatic and resourceful in dealing with individuals of all levels of seniority in a professional manner 
	
	

	Maintain a strong working relationship with other FCCT departments and partner organisations, including Fife Council, NHS Fife, Chamber of Commerce, and other Fife Trusts.
	
	Experience of developing and/or maintaining systems, processes and procedures.
	
	

	Communicate with Board Members, schedule Board and Board Committee meetings, manage all logistics including meeting papers, set-up, venue bookings, and hospitality.
	
	Keen understanding of confidentiality and the requirement for discretion
	
	

	Relay directives on behalf of the CEO, delivering instructions in a diplomatic manner and supporting and tracking task assignment to meet the governance needs of FCCT.
	
	Ability to work to deadlines
	
	

	Organise media appearances, speaking engagements, and attendance at other relevant events for the CEO.
	
	High level of attention to detail.
	
	

	Maintain SharePoint & OneDrive filing system for CEO, working with the Support Services team to ensure processes are functional and fit for purpose.
	
	Excellent time management skills.
	
	

	Liaise with partners, donors, supporters, and FCCT guests and staff members as necessary to perform your duties.
	
	Ability to understand and interpret the FCCT’s structure, policies and applicable legislation.
	
	

	Support the CEO in preparing and delivering regular reports for the team and Board, including contributions to newsletters and other regular reporting requirements.
	
	Confident, self-motivated
	
	

	Support HR and recruitment functions in collaboration with the Head of Support Services, including inductions for new staff members and training where necessary.
	
	· Able to take initiative and work as part of a team or independently
	
	

	Undertaking all other duties as required for the role. Duties will be in line with the grade.










	
Additional tasks or responsibilities – this is a generic role, however this particular job may also require you to undertake the following:

	Task or Responsibility - For this role, there is an expectation that all, or a combination, of the following will be undertaken:
	

	Person Specification: Skills, Knowledge, Qualifications or Experience - Criteria can apply to more than one task or responsibility
	E
	D

	Travel to other FCCT sites as required.
	
	Driving License
	
	

	Line management or managerial support of up to 5 staff.
	
	Flexible mindset.
	
	

	Occasional weekend and/or evening work may be required.
	
	
	
	

	Type of Protection of Vulnerable Groups Scheme (PVG Scheme) or Disclosure Check required 

	Type of Protection of Vulnerable Groups (PVG) or other Disclosure check (choose only one).
	PVG Children ☐
	PVG Protected Adults ☐
	PVG Both ☐
	None ☒

	
	Basic Disclosure ☐
	Standard Disclosure ☐
	Enhanced Disclosure ☐
	

	Additional Information – the following information is available:
	
	Expected Behaviours – It is essential that you display the following behaviours as they are expected of all our employees:

	
	
	
· Inclusive, Caring, & Generous
· Fair, Respectful, & Charitable
· Agile, Proactive, & Aspirational
· Knowledgeable & Information led



E = Essential Criteria    D = Desirable Criteria
E = Essential Criteria    D = Desirable Criteria
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