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Kent Community Foundation
Job Description
Job Title: Executive and Operations Assistant
Reports to: Head of Finance and Governance
Supports: Chief Executive and Senior Leadership Team
Role Purpose
To provide high-trust executive support to the Head of Finance and Governance and the Chief Executive, ensuring smooth coordination and support of governance activities, general office  administration, and public-facing engagement. The role also supports core finance and HR functions, and oversees operational matters including office suppliers and contracts, contributing to an efficient and professional organisational environment.

Key Responsibilities:
Executive Support & Governance
· Provide high-level administrative support to the Head of Finance and Governance, including preparation for board and subcommittee meetings, including: distributing agendas, taking accurate and concise minutes, collating papers, dealing with logistics.
· Assist the Chief Executive with diary management, correspondence, and coordination (as required)
· Act as a trusted liaison between senior leadership and internal/external stakeholders.
· Maintain confidentiality and discretion in handling sensitive governance and executive matters.
Public-Facing & Visitor Engagement
· Serve as the first point of contact for visitors, ensuring a professional and welcoming experience.
· Represent the organisation with warmth and professionalism in all interactions.
· Deal with general enquiries.


Finance & HR Administration
· Support finance processes including online banking, recording income, making grant and supplier payments, and keeping these updated on our database and finance  systems.
· Assist with HR administration such as onboarding, recruitment support and record keeping.
Operations & Office Management
· Manage office supplies, contracts, and relationships with vendors and service providers.
· Ensure the office environment is well-maintained, efficient, and aligned with organisational needs.
· Support health and safety compliance and general operational procedures.
· Provide other ad-hoc administrative support to teams across the charity as required.

Person Specification:
Essential:
· Proven experience in executive support, ideally within a governance or finance context.
· Exceptional organisational skills and attention to detail.
· High level of discretion, integrity, and trustworthiness.
· Strong interpersonal and communication skills, both written and verbal.
· Ability to manage multiple priorities and work independently.
· Professional presence and confidence in engaging with senior stakeholders and visitors.
Desirable:
· Experience in HR and finance administration.
· Familiarity with charity board and governance processes.
· Experience with online document management systems
· Knowledge of office management systems and supplier coordination.
· Experience in using finance and database systems
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