
Job description

EXECUTIVE & BOARD 
SECRETARIAT ASSISTANT

Arete



Job title Executive & Board Secretariat Assistant.

Reports to Executive Director. 

Location London with homeworking. Candidates must have the 
right to work in the UK.

Salary £35,000, depending on experience.

About ETP
The Ethical Tea Partnership (ETP) is a membership organisation working with tea 
companies, development organisations and governments to improve the lives of tea 
workers, farmers and the environment in which they live and work. 

Much of the world’s tea is grown in places that face significant sustainability 
challenges. ETP’s programmes are focused on driving forward long-term systemic 
changes across three pillars - economics, equality and environment. These 
programmes aim to improve the progress that is being made towards attaining the 
United Nation’s Sustainable Development Goals in tea-growing regions. 

With the support of its 50 members, including the biggest multinational companies 
in the tea sector, ETP’s programmes to date have reached over one million people. 
As well as supporting communities on the ground, the organisation leads the 
sustainability agenda through business innovation and influencing. 

ETP holds a strong track record in driving and delivering change in tea-growing 
regions through a range of partnerships; these span national tea boards and tea 
research institutes, producer associations, local and international NGOs, UN agencies 
such as the FAO and UNICEF, institutional donors such as IDH - Sustainable Trade 
Initiative, GIZ, and others. 

The organisation is made up of a small, but dedicated, expert teams across most tea 
growing regions, including Africa and Asia, as well as a London-based secretariat.
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The role 
This is a vital role which will ensure the smooth operation of the ETP team. The 
role holder will be the “glue” that holds the team together, coordinating high level 
meetings, creating a sense of cohesion and calm for the ETP team and providing 
a reassuring professionalism for the Board and external stakeholders. This role 
would suit an ambitious executive assistant, who would enjoy being involved in 
organisation-wide activities and who wants to be part of a dynamic organisation 
working in international development.

The ideal candidate will be
• Self-organised, with meticulous attention to detail.
• Unflappable under pressure – particularly in event organisation and stakeholder

management.
• Comfortable with multi-tasking.
• Discreet, since this role holder will be privy to sensitive information.
• Passionate about the ETP mission and vision, for “a tea industry that is socially

just and environmentally sustainable”.

Roles and responsibilities
Board Secretariat
• Scheduling board and subcommittee meetings, coordinate agenda development

with ETP team, timely preparation and distribution of board and subcommittee
packs.

• Accurate and timely minute-taking at meetings.
• Responsibility to follow up on action items as necessary.
• Organise virtual/physical venue.
• Support Chair and subcommittee chairs with meetings, travel, expenses and

general admin.
• Manage other board members requests when appropriate.
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ETP team 
Office management
• Contribute to smooth operations of ETP offices in London.

· Tech trouble-shooting, space management, health and safety compliance.
· Maintaining office stationery, including business cards.
· Managing office budget.

Travel admin support  
• Supporting flight searches and coordination with country teams to plan itineraries

for travel.
• Support searches and booking of flights and hotel accommodation.

Organisational systems and reporting
• Work closely with the Head of Operations and Head of Programmes to support

on the design and roll-out of programme and financial management systems.
• Work closely with Insights and M&E manager, Heads of teams and Executive

Director to update internal KPI reporting.

ETP events
• Working closely with Communications team, provide admin support for ETP

events. Currently these include a Members’ Strategy Day (annual), TEAM-UP
(annual), webinars (approximately eight per year) and other events are being
considered.
· Manage RSVPs, venue bookings, minute-taking.
· Other support as needed.

Executive Director
• Diary and stakeholder management for Executive Director.
• Attendance at external stakeholder meetings, minute taking and follow up.
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Person Specification    
• At least five years’  work experience in a similar role.
• Experience of working in a multi-cultural environment.
• Experience of developing and maintaining systems and processes.
• Ability to communicate effectively at all levels with excellent verbal and written 

communication skills.
• Excellent IT skills including use of Microsoft Word, Excel, PowerPoint, Teams, 

Outlook, Zoom and online conference systems.
• Proven ability to work to deadlines, prioritise work and manage competing work 

demands.
• Well-motivated and takes pride in delivering high-quality support .
• High level of accuracy and attention to detail.
• Ability to work within a team and be a team player but also work independently 

with own initiative.
• Recognises opportunities for improvement and proposes change with impact 

and effect.
• Drives forward improvements and innovations within own area of responsibility, 

adding value where appropriate Quickly grasps new concepts and how to apply 
them.

• Demonstrates flexibility e.g. by working beyond own remit in order to achieve an 
objective.

• Will effectively reorganise activities when faced with changing contexts and 
demands Promotes new ideas that are picked up by senior colleagues.

• Adapts personal style to meet the needs of others.

How to apply  
For more information, please contact Adam Stacey, Executive Director, Charisma Charity Recruitment, 
info@charismarecruitment.co.uk or 01962 813300.

Applications should be submitted through the Charisma website and include your CV and supporting 
statement.

We welcome and encourage applications from people of all backgrounds. We do not discriminate on 
the basis of disability, race, colour, ethnicity, gender, religion, sexual orientation, age, veteran status, 
or other category protected by law.

Closing date: 1 August 2022.
Interviews: w/c 8 August 2022.

However, due to the nature of the role we are reviewing applications as they come in, so please 
apply as soon as possible as the role may be closed early if a suitable candidate is found.

Updated: December 2021.

https://www.charismarecruitment.co.uk/job/executive-and-board-assistant-ethical-tea-partnership
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