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Workspace and Executive Assistant Resources
Job description
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Walk Wheel Cycle Trust | Job description
Role description
· Salary: Grade F 
· Location: Bristol  
· Line manager: Governance and Workspace Manager 
· Department / Team: Planning, Governance and Assurance Directorate
Role summary
To provide administrative and operational assistance for Workspace management for allocated Workspaces including Bristol, Birmingham, Cardiff, London, and Nottingham, and Executive Assistant support to Executive Director of Resources.
Key responsibilities

1. To ensure risk assessments for allocated Workspaces are reviewed and updated and the control and mitigating actions are completed.
2. To ensure the necessary planned preventative maintenance schedule is in place for allocated Workspaces, the schedule is followed, and any required remedial actions identified are completed.
3. To collate evidence of completion of planned preventative maintenance from landlords for allocated Workspaces.
4. To ensure that colleagues in allocated Workspaces are identified to undertake activities that require a local presence.
5. To undertake directly or organise the regular required tests and checks in allocated Workspaces.
6. To monitor a single central Workspace inbox for colleagues in allocated Workspaces and ensure any repairs needed, or other questions or issues raised by colleagues, are responded to and resolved.
7. To liaise with landlords and contractors on repairs and issues for allocated Workspaces.
8. To track supplies and reorder as necessary for allocated Workspaces.
9. Ensure any off-site storage required is organised.
10. Manage Workspace inductions in liaison with local colleagues.
11. To administer invoices, expenses, and payment of bills for allocated Workspaces. 
12. To administer pool bike booking in allocated Workspaces.
13. To provide an Executive Assistant service to the Executive Director of Resources including inbox, diary management, and administration of travel and expenses.
Person specification
Specific qualifications or experience required
· Experience of office management.
· Experience of customer service.
· Experience of providing Executive Assistant support.
Specific/technical knowledge required
· Knowledge of Health & Safety.

Skills and abilities
· Excellent administrative and organisational skills.
· Good IT literacy.
· Good communication skills.
· Ability to manage strong, collaborative relationships with senior colleagues.
· Ability to work in a calm, professional and efficient manner and to work well under pressure. 
This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 



We make it possible for everyone to walk, wheel and cycle.
Because it changes everything. Our health. Our wellbeing. Our world.
www.walkwheelcycletrust.org.uk 
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Registered Office: Walk Wheel Cycle Trust, 2 Cathedral Square, College Green, Bristol BS1 5DD. 
T: 0117 926 8893. 
Belfast: T: 028 9043 4569. Caerdydd/Cardiff: T: 029 2065 0602. Edinburgh: T: 0131 346 1384. 
London: T: 020 7017 2350. With regional offices in: Birmingham, Bristol, Glasgow, Leeds, 
Manchester, Newcastle, Nottingham.
Walk Wheel Cycle Trust is a registered charity number 326550 (England and Cymru), 
SC039263 (Scotland) and 20206824 (Republic of Ireland)
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