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 Muslim Charity – Helping The Needy

	Job Title:
	PA to Managing Director
	Job Category: 
	

	Department/Group:
	Management
	Job Code/ Req#:
	MC20105

	Location:
	London Office:  NW2
	Travel Required:
	 

	Level/Salary Range:
	£6 p/h
	Position Type:
	Part Time
(24 Hours weekly) 

	Reporting to:
	Managing Director
	Date posted:
	

	Will Train Applicant(s):
	
	Posting Expires:
	

	External posting URL:
	

	Internal posting URL:
	www.muslimcharity.org.uk

	Applications Accepted By:

	Fax or E-mail:
01777 703 028 or info@muslimcharity.org.uk
Subject Line:
Attention: HR Department RE: MC20105
	Mail:
HR Manager
Muslim Charity - Helping The Needy
Eaton Hall
Retford

Nottinghamshire
DN22 0PR

	Job Description

	Muslim Charity is a humanitarian and development organization dedicated to overcome poverty and injustice. It is an independent NGO based in the UK. Motivated by faith, it serves all people regardless of religion, race, ethnicity or gender.

Job Purpose:
Personal Assistance to the Managing Director, comprehensive organizational and administrative support service by proactively overseeing the Managing Director’s workload and completing tasks as directed.  
Duties:
· To manage multiple tasks and personal initiatives.

· To carryout general office and administration duties.
· To ensure a maximum number of volunteers are recruited to support MC activities.

· To ensure all volunteers working on MC premises are properly registered and have completed the appropriate forms.

· To maintain and update a volunteer database for various areas.

· To ensure a proactive and comprehensive administration service to the MD is implemented including diary management, correspondence and prioritizing emails.

· To take a proactive and professional role in maintaining the MD’s relationships with key external contacts through regular correspondence, arranging meetings and preparing briefings.

· To maintain an organised and accessible filing and documentation system.

· To draft reports and conduct research/ analysis as directed by the MD and to coordinate the preparation and monitoring of the annual work plan.

· To assist the MD in all aspects of managing the head office, regional office and field level staff including follow up to ensure deadlines are met. 
Skills/Qualifications:
The candidate may be educated to graduate level, experience in similar role, working or volunteering with charity is advantageous, professional interpersonal skills and ability to communicate with wide range of people at all level including in relation to highly sensitive and confidential matters. Excellent, administrative and time management skills, and have the ability to work under pressure of tight deadlines. The candidate must be computer literate and can use internet, emails and Ms Office.

Fluent in English Language is important; other languages like Urdu, Punjabi, Bengali, Somali, Swahili, and Arabic will be an advantage.
A Disclosure from the Criminal Records Bureau (CRB) will be required for this post.
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