
 

 Revision 2:00 Page 1 of 3 
 

Job Description 
 
Job Title Executive Assistant to CEO 
Job Holder VACANT
Reports To Martin Meeson
Location Billingham 
Date March 2021
Grade Grade 30
 
 
Job Purpose 

To provide high quality, efficient and proactive PA support to the Chief Executive Officer contributing to 
the positive and professional profile of FDB. 
 
Dimensions  
 
Group Numbers 2500
No of staff reporting to individual 0
Forward work plan Up to six months 
 
 
Principal Accountabilities 

Provide daily, proactive and efficient secretarial and administrative support to the CEO.

Key point of contact for the CEO; proactively managing internal/external enquiries and communications, 
some of which may be of a sensitive and/or confidential nature.

Proactive diary management for CEO, organising their diary including; liaison with high profile personnel.

Support the CEO by preparing them for meetings, including organsing travel arrangements and 
itineraries, proving all supporting information and documentation such as agendas, minutes, papers etc.

Take and type up minutes of meetings as directed and co-ordinate post meeting correspondence to 
follow up on actions.

Collation of reports and presentations.

Organsing events as directed. 

Any other duties commensurate with the role. 
 
 
Competencies  
 
Level:   Core 
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Assessed:  Relationship Building, Planning, Customer Focus
 

 
 
 
Special Features – 
 
The CEO is based in North Carolina, US therefore the job holder must have excellent communication 
skills, be self-motivated and must act on their own initiative. 

The job holder must be able to manage conflicting work priorities effectively.  They must be flexible and 
have the ability to complete tasks to strict deadlines. 
 
The job holder must maintain a high level of integrity, confidentiality and consequently has excellent 
interpersonal skills and high level of self-confidence. 
 
The job holder will have access to privileged and sensitive business information and will be required to 
use absolute discretion in dealing with this information both internally and externally. 
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Manager:
 
Revision Table 
 

Revision History Date of Update Authoriser 
Revision 1 11 July 2018 D Chesworth 
Revision 2 01 April 2019 A Dickson 

   
 
Revision History – Amended due to revised Behavioural Competency Framework 


