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Job Information Pack 
 

Executive Assistant 
 

January 2023 
 
Job Description 
 
Job title:  Executive Assistant  

 
Location: Chilterns Conservation Board, The Lodge, Chinnor, Oxon, OX39 4HA 
 
Salary:  £24-27,000 pa 
 
Benefits:  Excellent package including local authority pension and access to 

healthcare scheme 
 
Hours: Full time (some flexibility considered)  
 
Duration of role: Permanent contract 
 
Reports to: Chief Executive 
 
About the role 
 
This role provides a unique opportunity to join a multi-disciplinary team working in one of the 
country’s finest and most accessible protected landscapes. 
 
The Chilterns Conservation Board (CCB) is an independent statutory body established by 
Parliamentary Order in 2004 to conserve and enhance the Chilterns AONB. It is one of two 
conservation boards in the country, as set out in the Countryside and Rights of Way (CRoW) 
Act 2000, and its staff team of 28 is based in our office in Chinnor, Oxfordshire. 
 
We are seeking an experienced professional with a track record of providing high quality 
administrative support in a fast-paced environment. You will be organised, resourceful, and 
proactive, with the ability to work independently and make decisions under pressure.  
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Job Purpose  
 
You will be responsible for providing key administrative and general business support to the 
CEO across a range of organisational disciplines. Working closely with the CEO, you will carry 
out a range of tasks including diary management, responding to correspondence, coordinating 
and managing meetings and events, and preparing reports, briefings and other documentation. 
You will also occasionally be asked to provide administrative support to the senior leadership 
team and members of the Board. 
 
The post holder will also be required to assist with fundraising and development work targeted 
at a range of grant giving bodies, commercial organisations and government departments. This 
will include supporting the CEO and other staff to research and prepare funding bids as well as 
maintaining a centralised system to monitor fundraising activities across the organisation. 
 
The CCB is a busy organisation, and the dynamic nature of this role means that you must have 
exemplary time management skills, the ability to understand and anticipate the CEO’s needs, 
and the confidence and interpersonal skills to liaise with and coordinate members of the Board, 
the staff team, and external stakeholders. You will also be required to handle sensitive and 
confidential information while exercising professionalism and discretion at all times. 
 
 
Key Accountabilities 
 
1. Work directly with the CEO to support all aspects of her day-to-day work, liaising with other 

members of the staff team as necessary 
 

2. Carry out full diary management on behalf of CEO, including organising meetings, liaising 
with participants and making travel arrangements 

 
3. Coordinate and produce briefing documents, correspondence, reports and presentations, 

collate information and conduct research and analyses 
 
4. Research and contribute to preparing funding applications 
 
5. Foster excellent working relationships with the Board, senior leadership team, other 

employees and external stakeholders, working particularly closely with the Clerk to the 
Board and administration team 

 
6. Provide occasional administrative support to the senior leadership team and members of the 

Board. 
 
 
How to apply  
 
To apply for this role, please download the application form, together with the equal 
opportunities monitoring form here.  
 
Completed forms should be emailed to: office@chilternsaonb.org  
 
The closing date for applications is 9am on Monday 13th February 2023.  
 
Successful candidates will be invited to interview on 27th February 2023. Second interviews are 
scheduled for 10th March.  
Applicants must be willing to undergo screening appropriate to the post, including checks with 
past employers.  

https://www.chilternsaonb.org/wp-content/uploads/2023/01/CCB-Application-Form-Template-Jan-2023.docx
https://www.chilternsaonb.org/wp-content/uploads/2022/09/Equal_Opportunities_Monitoring_Form-Dec21.docx
mailto:office@chilternsaonb.org
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For further information or an informal discussion please contact:  
Dr Elaine King, Chief Executive, Chilterns Conservation Board elaineking@chilternsaonb.org  
 
This job description does not constitute a ‘term and condition of employment’. It is provided only 
as a guide to assist the employee in the performance of their job. The job description is not 
intended to be an inflexible or finite list of tasks and may be varied from time to time after 
consultation/discussion with the post holder. 
 
 
Person Specification 
 
Qualifications 
 
Essential 
• Educated to degree level or substantial relevant experience   
 
Experience and knowledge 
 
Essential 
• Previous experience in a related role 
 
• Demonstrable experience of organising multiple work streams, managing diaries and events, 

and producing presentations, reports, correspondence and other written material to a high 
standard 

 
• Working proactively in a fast-paced environment and across multiple strands of work  
 
• Excellent IT skills including knowledge of Microsoft Office, Excel, PowerPoint and Teams 
 
Skills and abilities 
 
Essential 
• Exceptional interpersonal skills, with the personal and professional credibility to work 

comfortably at Board Level and with senior managers, funders and other stakeholders.  
 
• Excellent verbal and written skills, with an acute attention to detail and a commitment to produce 

work to a high quality  
 
• Considerable diplomacy and discretion with a strong ability to build trusted relationships 
 
• A proactive, organised approach to work and ability to multi-task, be flexible and work under the 

pressure of deadlines 
 
• The ability to work independently and use own initiative and apply problem-solving skills with 

minimal supervision, while also working to specific guidelines 
 
Personal Qualities 
 

mailto:elaineking@chilternsaonb.org
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Essential 
• Excellent communications skill, both oral and written 
• Strong interpersonal skills 
• Ability to bring new ideas and identify opportunities 
• A collaborative team player  
• Flexible attitude to work 
• Ability to travel independently to all parts of the AONB 
• Willingness to work outside normal office hours on occasions 
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Summary of Terms and Conditions of Employment 
 
 
1. Employer: Chilterns Conservation Board  
 
2. Location: The Lodge, 90 Station Rd, Chinnor, Oxfordshire OX39 4HA. Home working by 
arrangement. 
 
3. Salary: £24-27,000 pa 
 
4. Duration of role: Permanent, subject to a six-month probationary period  
 
5. Working hours: Full time (37.5 hours per week, some flexibility considered). In addition, 
attendance will be required at occasional evening meetings and at weekends. No overtime is 
payable but time off in lieu can be taken for out of hours work when previously authorised.  
 
6. Leave: The basic annual leave entitlement will be 26 days plus public / bank holidays pro 
rata  
 
7. Travel: The post holder must be able to visit sites across the project area and attend 
meetings in other locations. The postholder will be entitled to claim travelling and subsistence 
expenses incurred in the course of work in accordance with the Chilterns Conservation Board’s 
policy  
 
8. Pension: The CCB is a member of the Buckinghamshire Council Local Government Pension 
Scheme 
 
9. Probationary period: Six months, during which the notice will be one month by either party. 
Subsequent to that, notice will increase to two months by either party. A full probationary review 
will be carried out in the fifth month.  
 
10. All employees are expected to comply with the Chilterns Conservation Board’s terms and 
conditions, rules, policies, procedures, codes of conduct, values, quality standards, 
authorisation processes, risk management, and other policies, in addition to relevant external 
regulations.  
 
The CCB strives to be an equal opportunities employer and actively works on developing an 
inclusive working environment. We select candidates based on merit and ability and see ways 
to further diversify our organisation so that we represent and reflect different groups across 
society. We particularly welcome applications from candidates belonging to marginalised groups 
that have been under-represented including, but not limited to: Black, Asian and ethnically 
diverse people, people who identify as LGBTQ+ and disabled people.  
 
 
This summary is for information only and does not constitute a contractual agreement. 

https://www.buckinghamshire.gov.uk/your-council/local-government-pension-scheme/
https://www.buckinghamshire.gov.uk/your-council/local-government-pension-scheme/

