


JOIN A FORWARD THINKING AMBITIOUS RESEARCH CHARITY

Animal Free Research UK is the leading charity working to create a world where human diseases are 
cured faster without animal suffering. By pioneering excellence, inspiring and supporting scientists 
and influencing change, we are ending the use of animals and improving medical research.

By 2040 we will transform medical research and regulation in the UK so that the development of 
treatments for human diseases can be entirely animal free and breakthroughs are achieved faster. 

To achieve our ambitious strategic goal, we work to:

• Fund excellent high impact animal free research
• Create an animal free research career path
• Build a respected network of animal free researchers
• Overcome the barriers to animal free research in academia and industry
• Influence robust legislation
• Inspire public support of animal free research

We are:

• Rigorous and evidential – we present factual, reliable information. Our work is evidenced-based, 
thoughtful and respected by our peers.

• Pioneering – we place ethics at the heart of science through innovative, solutions-focused 
research. Our determination drives scientific discovery forward.

• Compassionate – we care deeply about people and animals. Our ambition to end suffering is 
heartfelt and unswerving.

The Executive Assistant role is an exciting opportunity for a motivated and experienced individual 
to provide PA and business support to the charity’s senior management team on a 0.6FTE basis. 
Reporting to the Director of Finance & Operations, the postholder will play an important part in 
achieving Animal Free Research UK’s strategic goals, making a real difference and accelerating the 
discovery and delivery of effective treatments for human diseases and resulting in fewer animals 
used in medical research.  

Join our award-winning team and make a life-saving difference to people and animals.



JOB DESCRIPTION

Job title: Executive Assistant 
Salary: £28,000 (pro rata - 21 hours pw)
Closing date: 5pm - Tuesday 1st September
Interview date: Monday 14th September

Location - PLEASE READ
Initially remote working with Central London office arrangements to be confirmed at a 
later date. 

However, enabling staff to work flexibly and having a team that is not necessarily based 
in London are important values to us so while physical attendance in Central London will 
be required on occasion, you’ll have the freedom to work from home on a regular basis.

JOB PROFILE

• Responsible for providing full executive support to the Chief Executive and senior 
management team including managing relationships with key stakeholders

• Manages a range of projects and research activities
• Delivers high quality HR administration
• Assists with procurement processes
• Manages the office facilities
• Requires discretion and sound judgement as is privy to confidential information



DELIVERABLES

Activities may include:

Provide full executive support to the Chief Executive and SMT:
• Diary and meeting management – coordinate internal and external events, meetings 

and appointments, preparing relevant papers and resources and taking and circulating 
minutes

• Communications management – manage incoming and outgoing phone calls and 
written communications

• Travel management – plan and book travel arrangements, and prepare expenses   
claims

• Guest management – meeting and greeting guests to the charity
• Contact relationship management – manage contact information and ensure a   

programme of stakeholder management is included in the diary
• Provide high quality administrative assistance

Manage a range of projects and research activities to support the delivery of the 
strategy:
• Undertake a range of strategic projects on behalf of the Chief Executive as requested
• Research and report on information to aid the Chief Executive’s activities

Assist the SMT with HR administration to contribute to effective people 
management:
• Coordinate recruitment processes
• Maintain annual leave and absence records
• Manage regular reviews of the staff handbook and policies
• Coordinate and report on findings from staff surveys

Ensure careful and effective use of charity resources on office spending:
• Proactively arrange the replenishment of office materials and supplies
• Organise the booking and payment of training, travel, catering and hospitality, and 

accommodation for the team and external stakeholders

Manage the office (physical and/or virtual):
• First point of contact for troubleshooting IT, office and facilities issues, liaising  

with contractors as required
• Ensure compliance with health and safety regulations, and carry out appropriate   

risk assessments
• File management, including ensuring paper files and systems are digitised and   

stored in the cloud



PERSON SPECIFICATION

DELIVERABLES (CONTINUED)

Continual personal professional development of competency, knowledge and skills:
• Participate in training to develop skills, knowledge and service standards
• Act in line with the charity’s competency framework
• Seek and act upon feedback from colleagues
• Build and maintain strong and effective working relationships with colleagues across 

the charity 

Uphold compliance, safety and security commitments through adherence to and 
championing of policy, procedures and development requirements:
• Ensure adherence with IT and data handling policies and compliance with relevant 

regulations of self and by the team
• Keep up to date with procedural, technical and IT developments relating to the role

Qualifications & professional attainments:
Essential
• Educated to Level 3 or equivalent through experience

Technical skills:
Essential
• Demonstrable experience as an Executive Assistant, including managing the 

day-to-day operations of the office, organising and maintaining files and records, 
planning and scheduling meetings, managing projects and conducting research, 
preparing and editing correspondence, creating reports and presentations, making 
travel arrangements, and providing high quality customer service

• Superb written and oral communication skills – confidence in dealing with people at 
all levels, demonstrating professionalism, diplomacy and confidentiality 

• Excellent organisational skills and the ability to prioritise activities, focus on details 
and get things done

• Demonstrated success in networking/building relationships and understanding of 
how to represent the charity and Chief Executive appropriately

• Excellent literacy and numeracy skills, and a high degree of proficiency with 
Microsoft Office

• Experience of producing relevant reports and dashboards for senior colleagues, with 
appropriate recommendations

• Experience of managing supplier relationships



PERSON SPECIFICATION (CONTINUED)

Desirable
• Experience of office management
• Experience of setting and managing expenditure budgets

Competencies/characteristics
Essential
• Dedication to the mission and goals of Animal Free Research UK
• Positive outlook, high level of energy and enthusiasm
• Superb interpersonal skills and relationship-building abilities, with the personality to 

work collaboratively with colleagues and stakeholders, and a present a professional 
and positive image of Animal Free Research UK

• A team player who is able to ‘negotiate’ sensitively but firmly, and be a ‘completer/
finisher’ who ensures that assigned activities are completed to a high standard

• Willingness to try new approaches and take appropriate risks
• Sound judgment and integrity
• Able to take personal responsibility and to determine when an issue needs to be 

escalated
• Understanding of and ability to work within the relevant regulatory frameworks
• A positive and flexible approach to work and willingness to travel and work occasional 

unsociable hours as necessary



HOW TO APPLY
Please send your CV and cover letter (2 sides) to:
   recruitment@animalfreeresearchuk.org

Closing date: 5pm - Tuesday 1st September

Interview date: Monday 14th September

If you have any questions in regards to the role, please contact:
   recruitment@animalfreeresearchuk.org

SELECTION CRITERIA 
• Proven experience in a EA/PA role 
• Sound judgement, discretion and integrity
• Highly organised, able to appropriately prioritise, a ‘completer/finisher’
• Excellent interpersonal and relationship building skills; a confident communicator
• Experience of managing a range of projects
• Excellent IT skills
• A self-starter and problem solver with the ability to carry out research on a range of 

topics
• Comfortable with routine as well as more stretching activities


