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WORK WITH THE CBSO

Executive Assistant & Receptionist
The CBSO is seeking an Executive Assistant to perform a variety of administrative tasks and support our company’s senior-level managers.
Your responsibilities will include managing calendars and email, making travel arrangements and preparing SMT and board reports/ minutes. To be successful in this role, you should be extremely well-organised, have great attention to detail and good time management skills, and be able to act without guidance.
The role will cover afternoon reception duties between the hours of 2pm-6pm, Monday to Thursday and 2pm-5pm on Friday alongside the EA duties. During the afternoons they will be based at our front desk to welcome visitors and manage the switchboard. There can be some flexibility in how the morning hours are split across the week.
This is a varied and hands-on role, ideal for someone who loves to work with people and prides themselves on being organised and proactive. Some experience of a previous reception, customer service or administrative role would be beneficial.
	HOURS: 35 hours per week 

HOLIDAYS: 25 Days pro rata plus bank holidays

LOCATION: Birmingham based

REPORTING TO: Chief Executive 

SALARY: £23,132.20 per annum





ABOUT THE CBSO
The City of Birmingham Symphony Orchestra (CBSO) is an internationally celebrated symphony orchestra, at home in Birmingham. A family of 90 incredible musicians, led by Chief Conductor and Artistic Advisor Kazuki Yamada, proud to make exciting musical experiences that matter.
Resident at Symphony Hall, the orchestra performs over 150 concerts each year in Birmingham, the UK and around the world, with music that ranges classics to contemporary, soundtracks to symphonies, and everything in between. For more than 100 years, it has been involved in every aspect of music-making in the Midlands, and through its wide-reaching community and education projects, and family of choruses and youth ensembles, this continues to grow. Helping to build a life-long love of music for audiences, communities and musicians across Birmingham, the West Midlands and beyond.

OUR COMMITMENT TO EQUALITY AND DIVERSITY:
The CBSO is an equal opportunity organisation: we value diversity in our organisation and welcome applications from everyone. We consistently monitor our recruitment process to ensure that individuals are selected based on their relevant merits and abilities and receive equal treatment.
You will be welcomed at the CBSO and will find an inclusive environment where different views and experiences are valued, and everyone is able to be themselves. We recognise and understand the importance of diversity and inclusion and want our organisation to be representative of the audiences, people, and communities we serve.

KEY RESPONSIBILITIES
EXECUTIVE ASSISTANT
· To manage the Chief Executive's office, providing secretarial duties and administrative support, managing emails, correspondence, telephone calls, diaries and visitors, and ensuring that the office is well organised for the day ahead
· To organise meetings and appointments as needed on behalf of the Senior Management Team, taking minutes and welcoming visitors.
· To organise and administrate Board and Committee Meetings, liaising with Chairs and Board/Committee Members as needed, ensuring that papers and presentations are prepared and circulated in a timely manner, taking minutes, and preparing those minutes for distribution.
· To book and arrange travel, accommodation, ticketing and hospitality for Senior Managers.
· To ensure that Chief Executive guest lists for concerts are serviced by the relevant departments, including inviting guests to special events.
CUSTOMER SERVICE & ADMIN (PM ONLY)
· Provide a warm and professional welcome to everyone visiting the CBSO Centre, ensuring signing-in and out procedures are followed.
· Manage the CBSO’s switchboard and inboxes.
· Be familiar with the orchestra’s schedule and details of upcoming concerts and events, acting as the first point of contact for members of the public.
· Keep the foyer and reception areas tidy and organised.
· Be responsible for incoming and outgoing mail.
· Support with meeting and rehearsal room bookings.
· Undertake general administrative tasks associated with the receptionist role and to support other teams across the organisation.
· To carry out additional duties as and when the needs of the business requires it, at the direction of the Chief Executive and members of the Senior Management Team.

PERSON SPECIFICATION
ESSENTIAL SKILLS:
· Excellent customer service and organisational skills
· Previous administrative experience
· Excellent verbal and written communication skills
· Ability to work quickly and efficiently within a busy environment, often involving multiple deadlines
· A high level of discretion and confidentiality
· Proficient in standard IT packages including Microsoft Office
· Organised and highly reliable with excellent attention to detail
· Good telephone manner and experience working on a switchboard
· Approachable with good interpersonal skills
· Ability to work under own initiative
DESIRABLE SKILLS:
· Experience working within a similar role
· An enthusiasm for music or arts and culture
· Experience of using a CRM system (Tessitura, Spektrix etc.)

HOW TO APPLY
To apply for the Executive Assistant and Receptionist please send a CV and a supporting statement of no more than two pages of A4 to Hollie Dunster, HR Manager at hdunster@cbso.co.uk 
We ask that you complete the equal opportunities information online when you submit your application. The information collected will be treated as confidential and used for to help the CBSO improve its approach to becoming a more diverse and inclusive organisation. It will not be treated as part of your application. 
Finally, please ensure that you have included your contact number and email address, as well as any dates when you will not be available or might have difficulty with the indicative interview timetable.
 
	RECRUITMENT TIMETABLE:

Application deadline: 9am, Tuesday 24 March 2026

Interviews: W/C 30th March 2026

If you wish to have an informal discussion about this role, please contact Hollie Dunster, HR Manager on hdunster@cbso.co.uk. 
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