
 

Waltham Forest Churches Night Shelter (WFCNS) - Branches Hostel - Charity No. 1086888                1 | P a g e  
 

 

     

Providing Shelter, Enabling Independence 
 
 
 
 

Recruitment Pack 

 

Executive Assistant  
 

 

 

 

 

 

 

 

 



 

Waltham Forest Churches Night Shelter (WFCNS) - Branches Hostel - Charity No. 1086888                2 | P a g e  
 

Candidate Pack 
 

Branches Hostel is the service provider of Waltham Forest Churches Night Shelter (WFCNS).  
The Hostel is based in Waltham Forest, east London, providing short-term accommodation 
for former rough sleepers and homeless people.  
 
 

Branches Hostel is a welcoming, supportive and dynamic environment   

 
                                                                                             Branches Hostel 

 
 

This Candidate Pack contains the following information: 

• Our Journey  

• Values and behaviours  

• Why we are recruiting to the role of Executive Assistant 

• Role Profile – Job Description and Person Specification 

• Benefits of working with us 

• How to Apply  
 
We hope you find this pack helpful and are encouraged by what you read.  If you decide to 
apply, we look forward to talking to you about the role you can play in WFCNS’s future.  
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Our Journey 

September 1996 - Waltham Forest Churches Night Shelter (WFCNS Ltd) came into being as a 
registered charity. We provided overnight accommodation for 10 single homeless people in a local 
church.   
 

1999/2000 - We supported 250 homeless people and moved 32 people into permanent 
accommodation. 
 

November 2000 - We opened a winter shelter, which ran until March 2001. During that time, we 
supported 300 people and moved 38 people into permanent accommodation. 
 
2004 - We secured planning permission to provide a Day Centre and Night Shelter. In the same year, 
we moved to Meadow House, 740 Forest Road, London E17, providing a 24/7 support service for 25 
homeless people.  

 

 
                                                      Meadow House 

 
2005 to 2008 as a Day Centre and Night Shelter we helped 300 people each year by providing 
overnight respite, a place to freshen up and a hot meal.   
 
2007/2010 - with funding from the Local Government Association and the London Borough of 
Waltham Forest, WFCNS secured planning permission to re-develop the site on 740 Forest Road, 
E17.    
 
2010 - Meadow House was demolished to make way for our purpose-built premises, ‘Branches’ 
Hostel.  During the re-build, we moved to a temporary hostel on Lea Bridge Road.   
 
March 2011 - We opened our purpose-built ‘Branches’ Hostel for 27 single homeless men and 
women on the former site of Meadow House - 740 Forest Road, E17. 
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 Our Values and Behaviours in Service Provision 
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Values  

Our values are fundamental to every aspect of services we provide:   
• People are at the centre of everything we do; 
• Support is tailored to individual needs;  
• Empowering individuals to achieve their aspirations and independence; 
• Dignity and respect in all areas of service provision.   
 

Behaviours 

Behaviours reflect how we work - What we do and achieve in our day-day working are important…. 
How we perform our roles is equally important.  It is the fundamental nature of our work that we 
deal with a broad range of (sometimes challenging) customers’ issues on a daily basis.  
 
How we go about resolving an issue – the quality of our interaction in our responses, the extent to 
which we listened, and whether we followed through on promises – matters in that our approach is 
reflected in our behaviours.  
 

Competency Framework  

Our competency framework sets out the behaviours expected of all staff and is used in monitoring 
continuing performance, once in post. It is essential that all staff can and do work within the 
organisation’s values and behaviours. 
 
The following extract from the Competency Framework applies to all members of staff: 
Customers are people inside the organisation: clients, colleagues and trustees; and individuals or 
organisations outside the organisation: former and future service users, contractors, organisations 
and individuals we work with or will partner with in the future.  
Customer service is about a commitment to putting customers first to deliver consistently high-
quality services.  
 
Members of staff: Do what they say they will do; and are receptive to feedback/complaints and put 
things right to deliver outstanding customer service 
 
Why is this important? 
All staff must demonstrate a full understanding of customers’ needs and expectations to enable the 
effective delivery and development of appropriate services, which go beyond customer 
expectations. 
 

Positive Indicators What we don’t want to see 
• Treats customers with respect 

• Responds to all enquiries promptly, positively and 
courteously 

• Asks appropriate questions to identify a customer’s 
needs  

• Brings ideas of ways to improve policies, 
 procedures and service delivery to meet customers’ 
needs 

• Actively requests feedback from customers and acts 
positively on both positive and negative feedback  

• Goes the “extra mile” for customers 

• Ignores standards, procedures and policies 

• Makes assumptions rather than finding out a 
customer’s needs  

• Is not flexible about own way of doing things  

• Makes promises that cannot be delivered  

• Ignores customer feedback  

• Takes negative feedback personally 

• Does not follow through 

• Does not learn from mistakes 

• Acts inappropriately when dealing with 
customers’ concerns or complaints 
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Why we’re recruiting to this role 
 

The CEO is taking the organisation through key stages in its development. She is looking for a skilled, 
organised and efficient individual who will have a central role in supporting her during these times 
and beyond.    
 
You will ensure the CEO is equipped with the assistance, information and processes required to 
enable her to operate with maximum efficiency and impact in leading the organisation, supporting 
trustees in maintaining good governance of the charity, and servicing of the WFCNS Board and sub-
committees. 

 
 

--------------------------------------------------------------------------- 
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Providing Shelter, Enabling Independence  
 

Role Profile 
 

 

Job Title: Executive Assistant       
Reporting to: CEO  
 

Direct reports: The role has no direct reports but will involve close liaison with all members of staff, 
particularly the executive team. 
 

Contract:  Part-time 30 hours per week  
Monday to Friday, with days to be confirmed with post-holder 
 

Salary: £21,600 per annum  (Pro rata rate equivalent to full-time rate of £27,000, increasing to 
£29,000)  
 

Main Duties 

• Provide administrative support to the CEO, ensuring that she can use her time effectively to lead 
the organisation and drive through its successes 

• Maintain accurate information including the CEO’s office files and records, complying with GDPR  

• Support the CEO by researching material, gathering data and statistical information, preparing 
draft reports, creating PowerPoint presentations, and ensuring appropriate input from members 
of the executive team, as required 

• Attend all board and sub-committee meetings, which hare held in the evenings; and provide 
secretariat support for the WFCNS Board and sub-committees including drafting of agendas, 
collating and circulating papers, prompt production of minutes, and coordinating meetings  

• Working with the CEO to ensure all governance arrangements in place are in line with WFCNS’s 
policies  

• Meeting arrangements and support for the CEO including scheduling, invitations, 
refreshments, AV needs, conference, video-conference calls, and on-the-day assistance 

• Coordinate projects and programmes, as delegated by the CEO  
 

Internal relations  

• Develop and maintain clearly collaborative relationships with other members of staff, and in 
particular effective liaison with the executive team  

 

External Relations              

• Develop and maintain good working relationships with individuals and organisations in the 
statutory, voluntary and private sector, as appropriate and required for the role. 

• Promote the work of Branches Hostel whenever possible and appropriate. 
 

The successful candidate will have  

• Attention to detail, with a meticulous and methodical approach to work  

• A can-do attitude – using initiative and taking ownership of issues  

• Experience of developing, implementing, and maintaining electronic and paper filing systems  

• Experience of working with Board members  
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• Excellent communication and interpersonal skills - comfortable and able to communicate 
professionally and appropriately with a varied range of people 

• Proven ability to maintain the strictest confidentiality in respect of staff, volunteer and client 
records and engagement, and all privileged information relating to the services of the Charity, its 
clients, staff, and volunteers in line with GDPR and safeguarding requirements. 
 

----------------------------------------------------- 

Person Specification 

Essential experience  

• Executive level office administration, supporting CEO and Board of Trustees 

• Drafting and proof-reading documents. 
 

Essential Skills 
• Creating and maintaining efficient administrative systems 

• Working successfully without direct supervision, as the administrative focal point for the CEO 
and the organisation 

• Very strong administrative skills:  able to produce structured, concise, and clear reports and 
board documentation, meeting minutes and actions 

• Minute-taking skills to a high level of accuracy 

• Excellent IT skills - Microsoft Office, Teams, Excel and Power Point, SharePoint 

• Strong research and investigative skills: able to provide information and clarification on matters 
to the CEO and board of trustees 

• Excellent organisational and planning skills 

• Excellent communication and interpersonal skills, including ability to build strong working 
relationships with internal and external stakeholders; and comfortable interacting and engaging 
with a range of stakeholders including colleagues, clients and the general public 

• Confident and articulate: able to engage effectively with senior external contacts.  

• Flexible, responsive and able to work with changing and competing demands. 
 

Abilities – able to: 
• Respond to changing circumstances with flexibility, patience and an efficient manner 

• Demonstrate emotional resilience and a sense of humour 

• Maintain strict confidentiality and discretion at all times  

• Remain motivated and committed to the provision of the full range of office and administrative 
duties 

• Work efficiently and effectively under pressure to meet tight deadlines 

• Act as an ambassador for WFCNS and represent the organisation externally in a positive manner 

• Work in accordance with and demonstrate the values of WFCNS. 
 

Personal Attributes   
• A personable, collaborative approach with a can-do attitude to day-day tasks.  

• Robustly efficient in anticipating and supporting the needs of the CEO  

• Diplomatic and tactful, and able to maintain relationships on behalf of the CEO within 
confidential parameters  

• Flexible and calm under pressure  

• Highly trustworthy  

• Willing and able to hold yourself and others to account at the appropriate levels of compliance 

with policy and procedural requirements 
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What do we offer in return? 

 

Working with us, and on successful completion of probation, you will receive an excellent 
benefits package which includes: 
 

✓ Pro rata equivalent of 22 days annual leave plus 8 Bank Holidays; rising to 25 days 
annual leave plus 8 days Bank Holiday 

✓ Employer’s pension contribution after successful probation; and increasing employer’s 
pension contribution of up to 8% of your gross salary 

✓ Paid sick leave – one week in the first year; rising to two weeks from year two   
✓ Training tailored to your career development and aspirations 
✓ Annual salary increments, linked to performance  
✓ Annual cost of living increments  

 
 

How to Apply 
 
If you are the individual who can effectively support our CEO, work within our values and 
behaviours, has the skills and experience, and you are still interested in applying……. 
 
Send in your CV and maximum two-page Supporting Statement telling us how you meet the 
essential experience, skills and abilities of the Person Specification.  
Email to hostelmanager@wfcbranches.org.uk with ‘Executive Assistant’ in the subject line. 
 
We will only shortlist for interview based on the information you provide in your Supporting 
Statement  
 
Closing date:  Your application will need to be with us by 19th October  
Interview dates:  Week of 26th October   

mailto:hostelmanager@wfcbranches.org.uk

