
Executive Assistant to the Chair and Chief Executive of the Legal Services Board 

Salary - £23,300 - £30,000 

Appointment terms - Permanent, full time 

Job purpose: 

The post holder will operate as Executive Assistant to the Chair and Chief Executive whilst 

also providing comprehensive administrative support across the entirety of the Legal 

Services Board to ensure the smooth running of the organisation. 

The post holder will have to manage competing priorities and ensure that deadlines are met 

without compromising standards. 

Specific responsibilities include: 

Assisting the Chair and Chief Executive 

 Maintaining the busy diaries of both the Chair and Chief Executive to ensure that 

they are constantly up to date and that meetings are organised promptly. 

 Ensuring that all internal and external correspondence to and from the Chair and 

Chief Executive and other senior colleagues is dealt with efficiently and expeditiously. 

 Managing the email accounts of the Chair and Chief Executive, dealing with emails 

directly where appropriate to do so. 

 Responding to general enquiries to the LSB as required. 

 Working with the Corporate Affairs Associate to ensure that all necessary briefing is 

commissioned from colleagues (and stakeholders when appropriate) to support the 

Chair and Chief Executive’s programme of activity.   

 Making travel arrangements when necessary. 

 Running a record and filing system for the LSB to ensure all corporate records are 

properly kept. 

  Copy typing for the Chair and Chief Executives and other senior colleagues 

alongside other secretarial duties as and when necessary. 

Supporting the LSB team 

 Ensuring that correspondence from members of the public and external stakeholders 

is  dealt with, either by drafting replies personally or commissioning others to draft 

replies. 

 Preparing meeting rooms, checking that rooms are serviced and presentable at all 

times. 

 Providing support to the Senior Leadership Team administration function including 

preparation of papers and presentations, maintenance of relevant logs eg of 

correspondence etc 

 Capturing and maintaining records of gifts and hospitality register for the CEO and 

Chair 

 Responding to telephone enquiries from members of the public, and signposting 

callers to other colleagues or organisations as required 

 Meeting visitors and ensuring appropriate facilities are provided for meetings 

 Working alongside other team members to ensure that all other aspects of office 

support are provided to the wider LSB team as required. 

  



Reporting line 

This post will report to the Corporate Governance Manager, with direct responsibilities to the 

Chair and CEO. 

Skills, experience and attributes 

 Experience of operating at Chair/Chief Executive level and capable of ‘managing 

upwards’ 

 Self-motivated, resourceful and capable of acting on own initiative 

 Team player, capable of forming positive working relationships with contacts at all levels, 

including the most senior, inside and outside of the organisation 

 Familiarity with working with Boards 

 Good-humoured, mature, ‘common sense’ outlook  

 Excellent communication skills, orally and in writing 

 Excellent IT skills and strong knowledge of Microsoft packages particularly Microsoft 

Outlook, Word, Excel and Powerpoint essential.  

 Understanding of confidentiality and capable of acting with integrity 

 Practical, well organised and unaffected by dealing with a diverse workload, and used to 

managing time effectively. 

 

 


