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	SECTION A: JOB DETAILS 

	REFERENCE NUMBER:
	

	CAMPAIGN TYPE:
	External and Internal (Concurrent) 

	JOB TITLE:
	Executive Officer 

	PAYBAND:
	C

	PAY RANGE:
	£31,529 (entry level) - £34,913 (maximum) per annum
Appointments are normally made at entry level 


	ALLOWANCES:
	N/A

	REPORTS TO:
	Deputy Chief Executive - CPA UK 

	NUMBER OF POSTS:
	1
	HOURS P/W
	Full time – 35 hours per week

	CONTRACT TYPE / DURATION:
	Permanent 

	ISSUE DATE:  

	UPDATED: June 2026

	CLOSING DATE FOR APPLICATIONS: 

	

	INTERVIEW AND ADMINISTRATIVE EXERCISE DATE: 

	

	START DATE

	As soon as possible 
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	SECTION B: SCOPE OF THE ROLE

	JOB PURPOSE



	We are the UK branch of the Commonwealth Parliamentary Association (known as CPA UK).  We are based in the Houses of Parliament and represent the UK Parliament in the Commonwealth. We bring together parliamentarians to share good practice.  We strengthen parliamentary democracy. 
Peer to peer learning is central to how CPA UK works. We organise meetings and visits in the UK and overseas. Our aim is for UK and Commonwealth parliamentarians and officials to share knowledge and learn from each other. Our members talk about a huge variety of topics. Our key themes are eliminating violence against women and girls, tackling climate change, trade in the Commonwealth and digital transformation.  For further information about CPA UK work please see www.uk-cpa.org

We are recruiting an Executive Officer who will play a key role at the heart of the organisation.   The successful candidate will show administrative expertise, technical proficiency and strong interpersonal skills to support the executive team. They ensure the effective operation of the Board of Trustees and its sub-committees. They play a wider role managing meetings to deliver CPA UK’s regional and international commitments.  As a member of the Business Strategy Team which provides core services to the organisation, the EO ensures the smooth running of the office in support of the wider CPA UK team.



	KEY INTERNAL RELATIONSHIPS – including 

	· Members of both Houses and their staff
· Parliamentary staff.


	KEY EXTERNAL RELATIONSHIPS – including 

		· Commonwealth parliaments (Members & Officials)
· CPA HQ Secretariat
· Government Departments
· Commonwealth Secretariat
· Diplomatic Posts in UK and elsewhere
	· Westminster Foundation for Democracy
· International organisations
· Charities & NGOs
· Suppliers and contractors




	MANAGEMENT RESPONSIBILITIY 

	
The post involves small project management responsibilities.


	ADDITIONAL INFORMATION REGARDING THE POST

	LOCATION
	The post is based in the CPA UK offices on the Parliamentary Estate. Hybrid working arrangements are in place. There is an expectation of working at least one day a week in the office (with more presence needed during probation and to support in person meetings and delegations). UK and international travel may occasionally be required.

	HOURS
	The standard working week is 35 hours with one hour per day unpaid for lunch. Some evening, weekend and occasional public holiday working will be required in support of CPA UK programmes. 

Annual leave – 35 days per financial year of which 5 days are to be taken during the Christmas parliamentary recess and 2 days during the Easter parliamentary recess.

	FOR FURTHER INFORMATION
	Visit www.uk-cpa.org 











	
SECTION C: JOB SPECIFICATION


	DESCRIPTION OF DUTIES

	
		Executive Officer to the Chief Executive & Secretary (CEO) CPA UK
· Coordinate the CEO’s diary, programme and travel arrangements working closely with colleagues across all three teams.
· Compile and process CEO’s expenses.

British Islands & Mediterranean Region Secretariat
· Assist CEO in their role of Regional Secretary, CPA British Islands & Mediterranean Region (BIMR), including supporting the organisation of the annual BIMR conference in collaboration with the host branch.
· Assist CEO to organise the BIMR AGM including preparation and distribution of the agenda, papers, briefs and minutes in coordination with the host branch.
· Support recruitment, briefing and making logistical arrangements for the CPA UK delegation to the CPA BIMR conference.
· Support meetings and activities relating to BIMR’s networks (see below) and strategy implementation.

Commonwealth Parliamentarians with Disabilities (CPwD)
· Proactively support the CPwD Regional Champion to plan and deliver a work plan for the network.

· Support Steering Group meetings, including advising the Chair (Regional Champion) and CEO, writing minutes and administering follow up actions.

· Support the triennial election of the BIM CPwD Regional Champion.
· Provide administrative and logistical support for any other CPwD activities (such as webinars, briefings and meetings).
· Ensure Westminster involvement and representation in the BIMR CPwD Steering Group by proactive recruitment and information sharing.

Commonwealth Women Parliamentarians (CWP)
· Assist Deputy Chief Executive with work relating to CWP, including providing Regional Secretariat support to BIMR’s CWP Representative and Steering Committee.
· Support host branches with administration relating to BIMR CWP conferences.
· Support recruitment, briefing and logistical arrangements for the CPA UK delegation.
· Support Steering Committee meetings including writing minutes.
· Support the triennial election of the BIMR CWP Representative.
· Provide administrative and logistical support for any other CWP activities (such as webinars, briefings and meetings).
LGBT+ Network
· Assist colleagues with work relating to the network, including minuting meetings and supporting the delivery of activities.

Commonwealth Parliamentary Conferences
· Support the recruitment, registration and logistical arrangements for the UK delegation.  Organise briefing meeting and prepare briefing pack. 
· Working with the International Partnerships Team, liaise with FCDO representatives in-country to arrange briefings, supplementary bilateral programme, hospitality and logistical support.
· Support CEO to organise the BIMR meeting at the CPC, recording attendance in coordination with BIMR branch secretaries and collate and distribute branch updates.
· Process delegates’ expense claims and organise report-back.

Youth Ambassador for CPA UK
· Lead recruitment of youth parliamentarians to represent CPA UK at the annual Commonwealth Youth Parliament.  Be responsible for pre-briefing, debriefing, logistical arrangements and liaison with CPA HQ Secretariat.  Ongoing liaison with young person, facilitating continued engagement with CPA UK and its programmes.
· Organise and recruit for an annual work experience programme.
· Scope out and initiate other youth engagement opportunities.

Executive Officer to the CPA UK Executive Committee (ExCo) and the Finance, Audit & Remuneration Committee (FAR) 
· Organise the ExCo and FAR meetings including scheduling meetings, sending Outlook invitations, preparing and distributing papers and recording attendance.
· Draft and distribute the minutes. 

HR Support
· Assist HR Adviser with staff transition (joiners and leavers) including allocation of office equipment, liaison with Parliamentary Digital Service (initiation and closure of Outlook and phone a/cs), administering DSE assessments, and subsequently ordering relevant work aids.
· Assist HR Adviser with administration for recruitment campaigns.
· Work with Deputy Chief Executive to organise CPA UK away days.
· Support HR Adviser on programmes and activities in support of staff mental health and welfare including organising regular cross-team engagement opportunities.
· Be responsible for the L&D calendar in OneNote.

Office and Team Coordination
· Responsible for CPA UK Room bookings and booking porters for before and after events where different furniture set-ups are requested.
· Responsible for office organisation:  
· Ensure cpauk@parliament.uk shared inbox is monitored daily, and emails are forwarded to relevant staff.  Delete old and junk messages. Respond to Commonwealth Gallery ticket requests.
· Keep office OneNote updated.
· Working with Finance Assistant ensure resolution of any office operational issues and be responsible for office orderliness.
· Liaison with stakeholders including porters, Parliamentary Digital Service, works help desk and Heritage Collections.
· Organise activities for Christmas (decorations/ staff lunch), State Opening of Parliament tickets, team birthdays and other ad hoc activities with partner organisations which do not fall under IPT or TPT workstreams.
· Liaise with colleagues on the Communications Team to ensure website is updated in relation to own work (governance, BIMR, CPCs and other activities).

Programmes
· Sign up to undertake tasks in support of Westminster-based programmes delivered by CPA UK.


 

	Other ad hoc tasks and activities as required.








	SKILLS AND EXPERIENCE



	To be assessed at Application

	[bookmark: _Hlk521054589]Strong office and administrative skills, including attention to detail, meeting deadlines, and forward planning. *
	x

	Experience working on projects with a range of stakeholders.
	

	Experience of collaborative team working.
	

	Ability to support continuous improvement and respond positively to change.
	

	Ability to work effectively at pace and manage competing priorities.
	x

	A proactive self-starter, productive when working independently. 
	x

	Strong communication skills, including experience producing high-quality written materials.
	

	Good interpersonal skills, with the ability to interact effectively with a diverse range of people.

	x

	Ability to work diplomatically and impartially in multicultural, political, and international environments.
	

	[bookmark: _Hlk521054679]Ability to work with discretion and confidence when supporting senior leaders and elected representatives.
	

	Understanding of the Commonwealth, the Westminster parliamentary and political system, and current affairs.
	



*Do note that this criteria has been deemed as being of High Importance. This means that if the evidence in the application does not meet the required level, the application is unlikely to be progressed to the next stage.
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