

Job Title: Personal Assistant to Head of Trips
Job Summary
We are seeking an organised, proactive, and compassionate Personal Assistant to provide high-level administrative and organisational support to the Head of Trips within our charity organisation. The role is central to the effective planning and delivery of trips and activities, ensuring smooth coordination, clear communication, and compliance with charity policies and safeguarding requirements.
Key Responsibilities
Personal Assistant Support
· Provide comprehensive PA support to the Head of Trips
· Prepare agendas, take minutes, and follow up on actions from meetings
Trips Administration & Coordination
· Support the planning and coordination of trips, outings, and residentials
· Assist with bookings for transport, accommodation, venues, and activities
· Maintain accurate records including participant details, consent forms, risk assessments, and trip documentation
· Data collection and administration pre, during and post trips
· Prepare and distribute trip information packs and schedules
Finance & Compliance Support
· Assist post trip data collection and administration
· Ensure track and trace for Trips volnuteers to mandatory training and any other Charity policies
· Support audits and reporting as required
General Administration
· Maintain organised filing systems and databases
· Draft letters, reports, and internal communications
· Provide administrative support to the wider trips team as required
Skills and Experience
· Proven experience as a PA, Executive Assistant, or senior administrative role
· Strong organisational and time-management skills
· Excellent written and verbal communication skills
· High level of discretion and confidentiality
· Proficient in Microsoft Office or equivalent systems
· Proficient on Teams MS, Excel and Word
· Ability to manage multiple priorities in a fast-paced environment
Qualifications
· Relevant administrative or PA qualification or equivalent experience (desirable)
· Experience working within a charity, voluntary, or care-related organisation (desirable)
Personal Attributes
· Empathetic, approachable, and professional
· Highly organised with strong attention to detail
· Proactive and able to anticipate needs
· Trustworthy and confidential
· Committed to the values and mission of the charity
Working Conditions
· 1-2 hours per week and plus 10-15 hours per trip which happen circa 5 times a year
· Home -based with some flexibility to support trip meetings and trips

