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Inc Arts UK 

 

JOB DESCRIPTION: Executive Assistant and Administrator 

 

REPORTS TO:  Executive Director and CEO 

WORKING WITH: Executive Director, CEO and Senior Management Team 

LINE MANAGES: N/A 

SCOPE: Full time. Working from home with flexible working. 

CONTRACT: 3 years fixed-term, open to renewal after the stated 3-year period. 3 month 

probationary period  

SALARY BAND: £24,000 – 34,000 

STARTING SALARY: According to experience 

 

CONTEXT 

Inc Arts is a national and regional collective that champions the creative, economic and 

contractual rights of the UK’s Black, Asian and ethnically diverse workforce. We work 

collaboratively across the cultural and creative sector, creating peer-led solutions to redress the 

under-representation and lack of diversity within the UK’s arts sector.  We do this 

through research and advocacy, creating bespoke Equity, Diversity and Inclusion (EDI) solutions 

to arts organisations, and by providing a network of advice, support and fellowship to the diverse 

arts workforce, across all art forms and seniority, and throughout the UK.  

 

OVERVIEW 

Inc Arts is a fast-growing environment. The Executive Assistant will primarily provide diary 

management for Inc Art’s CEO and Executive Director, as well as supporting the logistical 

management of the team. Inc Arts UK is part of the UK’s arts and cultural sector, where ethnic 

diversity is under-represented at all levels. As our mission is to build an inclusive workforce and 

society, we welcome applications from all areas of the arts and culture community, and in 

particular from applicants of ethnically diverse heritage. 
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Our focus is on groundbreaking research, advocacy and campaigns supported by both training 

and consulting teams. You will be supporting the smooth running of the entire business with a 

special focus on top level management. 

  

DUTIES & RESPONSIBILITIES – Executive Assistant’s responsibilities will include, but 

not be limited to: 

• Handle and respond to email enquiries relating to the CEO and Executive Director’s 

schedules and appointments.  

• Diary management for the CEO and Executive Director as well as diaries relating to 

logistics management.  

• Ensure CEO and Executive Director are appropriately informed, briefed and prepped 

(document management) for all diary appointments.  

• Manage  unsolicited correspondence and enquiries, forwarding emails to relevant team 

members as appropriate.  

• Handle business processes and systems including supporting the Business Managers 

with financial management. 

• You will be responsible for the logistical aspect of onboarding new staff (accessing 

internal systems and diaries) 

• Filing and administrative support for CEO, Executive Director and team.  

• Manage administration for Inc Arts board of trustees and steering group, including 

scheduling meetings, preparation and dissemination of papers.  

• Manage administration and organisation of team activities, events, software and 

hardware. 

• Note and minute-taking on behalf of the CEO and Executive Director. 

• Having an overview of the company 

• Ensure that the work you produce for Inc Arts is GDPR compliant and that all GDPR and 

privacy policies are up to date and implemented 

• Any other duties as reasonably required. 

 

PERSON SPECIFICATIONS:  

• Highly experienced administrator accustomed to grasping what an organisation does 

quickly and maintaining a strategic overview. 

• Highly organised, analytical, detail-oriented and self-motivated. Someone who doesn’t 

see a task as done until it is confirmed and completed. 

• Excellent presentation, written and verbal skills. High attention to detail and accuracy in 

written work. 
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• Excellent organisational skills. Great time-manager, multitasker and capable of 

simultaneously managing multiple projects with different deadlines. 

• Ability to self-manage, with demonstrable intrinsic self-motivation, and confidence in 

decision making – this role will also rely heavily on collaborative team working. 

• Ability to work well with all levels of skill and seniority, handling situations with 

confidence, tact and diplomacy.  

• Ability to handle sensitive information with care and discernment, with appropriate levels 

of confidentiality maintained at all times. 

• Ability to adapt to handle often fast changing and challenging situations calmly and with 

necessary pace. 

• Highly skilled in Google, Outlook and Mac (ics) diary management and integration 

• Extensive experience with and understanding of/ ability to adapt quickly to programmes 

used for remote office working such as: Microsoft Sharepoint and Office, Outlook, 

Teams, Zoom, Slack, Doodle 

• Someone with experience and intimate understanding of C-suite structure and 

responsibilities 

• Experience of or a commitment to working within and developing a supportive, inclusive 

and diverse working organisation and environment. 

• An interest in the arts sector and engagement with EDI advocacy and change is 

desirable, but not essential. 

 

To apply 

• Please send an email with the subject ‘[Name]: Administrator application’ to 

admin@incarts.uk:   

o CV 
o Cover letter, max 500 words 

• A minimum of two references (including your current/ most recent employer) will be 

requested. 

Process: Two zoom interviews and 30-minute timed task 
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