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PERSONAL ASSISTANT TO LDE’S Membership & Engagement Lead
Introduction
Learning Disability England is a membership organisation that brings together people with learning disabilities, family members, friends and professionals to create a strong, loud voice on the things that matter to all of us. By bringing people together we are able to spread good work further and find creative solutions to the problems we’re facing on ever-shrinking budgets. We’re the first ever democratic organisation in England where people with learning disabilities, organisations, families and friends share power. 
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The position of Personal Assistant is essential in ensuring that LDE is working at maximum capacity. One of the Membership and Engagement Leads is a self-advocate with a learning disability who has over 30 years of experience in campaigning for the rights of people with learning disabilities. Here, the Membership and Engagement Lead, explains why the role of Personal Assistant is so important to him:  
“I need an excellent PA to help me do my job which is unique and demanding. Working with a PA should feel like a team effort. I need someone I can get along well with and trust. 
I have been an advocate for people with learning disabilities for over 30 years and I need a PA with the organisational skills to complement my level of knowledge and experience.  
The support of a Personal Assistant is very important to me as it means I can feel good in myself and feel good about my work.”
LDE has five values that were decided by our members: 
· People with learning disabilities first—in everything we do and how we are run.
· Be challenging—when it comes to what people with learning disabilities and families want, need and have a right to. 
· Work together—to achieve better lives for people with learning disabilities. 
· Be empowering—by making sure our members have power and can act on behalf of LDE with confidence and clarity. 
· Be creative and try new things—by thinking differently about how we can solve problems and not being afraid to get it wrong sometimes. 
We expect all of our staff to uphold these values. 
Overall Job Purpose
The role of the Personal Assistant is to work alongside one of the membership and Engagement Leads, support him to carry out his work and undertake tasks in his absence. 
Line Management
The Personal Assistant reports to the Chief Executive Officer. Final responsibility for LDE’s activities rests with the LDE Representative Body and the Board of Trustees who delegate day-to-day operational management responsibility to the CEO.  
Hours
16 per week, mainly spread across Tuesday, Wednesday and Thursday, but we require flexibility to meet the needs of our Membership & Engagement Lead’s schedule. The appointment will be temporary to cover parental leave expected to start Autumn 2023 and last for 12 months 
Location
Remote and home based attracting a £26 a month allowance
Salary
£9,414 for 16 hours a week (£21,893 pro rata)







JOB DESCRIPTION (M&EL=Membership & Engagement Lead) 
	1
	Duties and Key Responsibilities


	1.1
	To support the M&EL with reading, monitoring and responding to emails, and doing these things on behalf of the M&EL where necessary. 


	1.2
	Organizing travel, booking transport (including assisted travel) and preparing travel itineraries. 


	1.3
	Diary management.


	1.4
	Answering calls.


	1.5
	Drafting communications including newsletters, blogs and articles. 


	1.6
	Preparing presentations to be delivered at conferences, workshops and seminars.


	1.7

	Support the M&EL to use LDE’s social media channels. This may include providing some training, for example, in how to use Twitter or Facebook. 


	2
	Office Administration


	2.1
	Recording and filing expenses. 


	2.2
	Design and implement systems which support the day-to-day duties of the M&EL. 


	2.3
	Sourcing and ordering stationery and office equipment in cooperation with the Office Manager. 


	3
	Meetings and Events 


	3.1
	Planning and organizing meetings.


	3.2
	Preparing papers for meetings. 


	3.3
	Taking minutes in meetings and phone calls when needed. 


	3.4
	Support the planning and organizing of events. 


	4
	General Duties 


	4.1
	Attend meetings and events where necessary. This will be as a PA, not a support worker. 


	4.2
	Demonstrate a commitment to LDE’s values. 


	4.3
	Other duties, such as may be required from time to time. 







PERSON SPECIFICATION 
	
	Essential/ Desirable?
	Method of Assessment

	Skills 
	
	

	Excellent communication skills, with high levels of English and the ability to write clearly and without jargon. 
	Essential
	AF

	IT literate, with advanced-level skills in Word and PowerPoint.
	Essential
	AF

	Experience
	
	

	Experience of using social media and a thorough understanding of Facebook and Twitter. 
	Essential 
	AF, I 

	Experience of using social media on behalf of a group, organisation or cause. 
	Desirable 
	AF

	Previous experience of working with people with learning disabilities.
	Desirable 
	AF, I

	Experience of using a blogging platform such as Blogger and email marketing tools such as MailChimp.  
	Desirable 
	AF

	Knowledge
	
	

	Understanding of issues and current affairs pertaining to disability.
	Desirable 
	I

	Personal Qualities
	
	

	An interest in social justice and human rights.
	Essential 
	AF, I

	Flexible and able to adapt to new ways of working. 
	Essential
	AF, I

	Organised and efficient. 

	Essential
	AF, I

	Proactive and able to take initiative. 
	Essential
	AF, I

	Friendly and approachable. 
	Essential
	AF, I




Method of Assessment denotes how decisions will be made in shortlisting applicants:
AF = Application Form 
I = Interview
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