
[image: image1.png]TENNIS



[image: image3.png]*g\CELL&V

S

‘)(

‘\CLUSIo,V

W,
09,

% \\0\

%

k" Y40 N\“{)}




PA to Finance Director
Responsible to
Finance Director
Location
National Tennis Centre, 100 Priory Lane, Roehampton, London SW15 5JQ (With a requirement to work in the office a minimum of 3 days a week) 

About the Role

Our vision is ‘Tennis Opened Up’, and our mission is to transform communities through tennis, focusing on three areas – making tennis welcoming, enjoyable and inspiring to everyone.   

The Finance Director is responsible for the Finance & Legal directorate, and the LTA Tennis Foundation (the LTA’s charitable arm). They are a member of the Executive team, LTA Board as well as a Trustee of the LTA Tennis Foundation.

The PA supports the Finance Director in all areas of their work, providing excellent customer service to a wide range of stakeholders, acting as a conduit for effective communication across these departments.

Key Accountabilities 

Specialist

· Provide PA and admin support to the Finance Director, including: assisting on key projects; managing key relationships and stakeholders; planning and preparation work on team events 

· Assist in the preparation of reports and agendas, taking confidential minutes, distribution of papers and general enquiries

· Provide administrative support to the Legal team in dealing with data subject access requests and, relating the LTA Disciplinary team, make the necessary arrangements for hearings (in-person or virtual) involving misconduct cases under the Disciplinary Code, including liaison with Judicial Panel members and others for availability and communicating the date and time of hearings

· Provide professional and efficient support to contribute to the effective running of the Finance & Legal directorate and LTA Tennis Foundation, including support to Leadership Team members with arranging significant meetings and deal memo approval processes

· Provide support to LTA Tennis Foundation during key periods such as the Grass Court Season and charity events
· Provide an exceptional standard of customer service – professional, courteous, confidential and timely - both internally and with external partners and stakeholders in all duties

Meeting Management 

· Arrange board and committee meetings designated to the role (currently Audit Committee, LTA Tennis Foundation and Health & Safety Group), including coordinating diaries to ensure all necessary attendees are available, sending out electronic meeting invitations and communicating with contributors to ensure that they are aware in good time of their commitments 

· Prepare the initial draft of a meeting agenda for discussion, ensuring all relevant issues are addressed (including matters arising or actions) and update as applicable

· Coordinate and produce all necessary papers/packs for relevant board or committee meetings, including LTA Tennis Foundation, ensuring all contributions are submitted in good time and matters arising/outstanding action points are responded to in advance of meetings (where appropriate)

· Send out meeting papers in good time to ensure agreed deadlines are met

· Book and organise the venue / room / space for meetings, making all necessary arrangements, including arranging refreshments, seating / tables and technology requirements, informing reception of visitors and ensuring the meeting venue always presents a professional image of the LTA

· Attend meetings and take accurate minutes. Circulate minutes efficiently (after approval by the Finance Director and/or LTA Tennis Foundation Company Secretary, as applicable) to all attendees

· Update the company books for LTA Group (including LTA Tennis Foundation and other subsidiaries)

· Maintain the conflicts of interest register for the LTA companies (as noted above, and to the extent not held centrally) and gifts and hospitality registers for the various LTA companies

· Deputise for other PA during periods of leave, as requested

Diary Management

· Assess the importance, impact and urgency of requests for time with the Finance Director, arrange meetings and manage coordination of diaries to ensure all necessary attendees are available, and take minutes if required  

· Maintain an awareness of the wider LTA plans and impact on diaries, scheduling meetings accordingly to make the most effective use of time and availability 

· Work proactively across teams to ensure effective collaboration

· Proactively identify, organise and manage monthly visits to venues and projects to support and build awareness of key initiatives across the organisation, and engagement with the wider group of colleagues and volunteers

· Proactively identify and arrange attendance at relevant events, conferences and seminars as agreed

Communication and Correspondence

· In line with the Finance Director’s preference, deal with incoming emails, letters and telephone calls ensuring an appropriate response and escalation as required

· Compile communications and presentations and ensure they are forwarded, as appropriate, in the correct format 

· Coordinate with key contributors to consolidate and produce strategic reports for the Finance Director to discuss with the CEO and Executive team on a monthly basis, and as appropriate for Board Meetings and Audit Committee Meetings

Finance and Travel Management

· Manage expense claims for the Finance Director, submitting them on time with all required documentation

· Arrange all travel and hotels in a timely, cost effective and appropriate manner 

· Raise requisitions, process purchase orders and invoices as appropriate to ensure a consistent and accurate approach within financial policies and budgetary guidelines

Systems and Processes

· Identify and suggest areas for continuous improvement in working practices and administrative efficiencies

· Maintain electronic and paper-based filing systems to facilitate effective, confidential and disciplined information management

· Process leave and absence requests in an accurate and timely fashion on behalf of the Finance Director

Person Specification 

	Previous demonstrable experience as a PA at a senior level
	Essential

	Strong organisational, prioritisation and time-management skills
	Essential

	Experience of working flexibly, with ability to vary work patterns and prioritise tasks to meet the changing needs of the business as and when required
	Essential

	Evidence of well-developed communication skills and able to liaise and communicate with people at all levels with a high level of diplomacy and professionalism
	Essential

	Ability to remain calm under pressure and able to work in a team as well as on own initiative to anticipate and proactively solve important issues
	Essential

	Ability to recognise the need for, and maintain, discretion and confidentiality at all times 
	Essential

	Ability to generate credibility and confidence quickly amongst peers and other colleagues 
	Essential

	An understanding of the workings of a Finance team an advantage 
	Desirable


Knowledge, Training & Qualifications:

	Excellent IT skills (Microsoft Office)
	Essential

	Minuting / notetaking
	Essential


Personal Attributes (Our Values)

	Inclusion
	· I make people feel welcome.

· I recognise the power of our differences.

· I create a safe environment.

	Teamwork
	· I collaborate well across teams.

· I actively listen to others. 

· I actively offer to help others.

	Integrity
	· I act with honesty and respect.

· I take responsibility for my actions.

· I am dependable.

	Passion
	· I approach things with a positive mindset.

· I motivate and energise others.

· I take pride in my work. 

	Excellence
	· I am ambitious and want to exceed expectations.

· I want to learn more to improve.

· I am adaptable to change.


Life at the LTA

The LTA, through its vision 'Tennis Opened Up', is committed to creating an inclusive environment where all colleagues feel included and a strong sense of belonging. We particularly welcome applications from people from ethnically diverse communities, deaf and disabled people, members of the LGBTQ+ community and people with lived experience of the UK's many and varied communities.

Read some of our colleague testimonials below and find out more about our LTA benefits here
“As a new mum, I’ve appreciated the LTA’s newly enhanced benefits, which have supported me during maternity leave and in my return to work. In total, I have been with the LTA for four years and love the diversity of my role.”

“Everyone's respected in terms of the culture, ethnicity, and the background, so you don't feel inequal in any capacity. I remember how supportive my team had been during Ramadan, being fully understanding of its requirements and flexible with my work schedule.”

“As a new starter at the LTA, my experience has been overwhelmingly positive. Being a tennis fan, I was excited to join the organisation, and from day one, I’ve been impressed by everyone’s dedication to our mission of ‘Tennis Opened Up’, as well as promoting diversity, inclusion, and sustainability.”
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