
Alef Trust CIC seeks a 
 
Executive Assistant  
 
 
Our story and vision: The Alef Trust is an international non-profit organisation active in the field of 
transformative education, focusing in the areas of consciousness studies, spirituality and 
transpersonal psychology. We are inspired by a vision that emphasises whole-person education, 
integrating mind, body and soul for the betterment of our world. In all our work we aim to foster 
wellbeing & health, cultural self-expression & inclusivity, ecological sustainability, and 
compassionate service to the world. Whilst being rooted in academic excellence, all our 
programmes encourage personal and professional growth through multiple ways of knowing, 
embracing creative, spiritual and somatic practices alongside intellectual study. 
 
Our education portfolio encompasses Postgraduate Certificate, Diploma and Master’s 
programmes in the above areas that are validated by Liverpool John Moores University in the UK. 
We also run applied programmes in allied areas, encompassing health, wellbeing, and community 
development.  
 
Where you come in: We are looking for an enthusiastic and flexible Executive Assistant who can 
support our Directors in the day-to-day running of the organisation. The ideal candidate will be 
familiar with online learning and happy to work independently from their own home office. We 
are looking for a reliable and proactive person who understands working in a small yet complex 
non-profit organisation and who is keen to work on a range of projects, requiring a can-do 
attitude, as well as a strong eye for detail. The candidate will have effective organisational skills 
and be able to exercise a high level of personal judgement in dealing with a range of confidential 
and sensitive issues. 
 
How this will work in practice: The Alef Trust’s team operates mainly in a virtual office 
environment, with staff working and connecting from their own offices around the world. We are 
looking for a proactive person who feels comfortable and confident working in our virtual co-
creative space and who will be flexible and happy to work independently from their own home on 
a diverse range of tasks. We hope to find someone who resonates strongly with the vision of our 
company, who would wish to become involved on a longer-term basis, and who is keen to develop 
and expand the role as our organisation continues to grow.  
 

 

  



Essential Skills & Knowledge  
 

 An alignment with the ethos and vision of the Alef Trust 
 

 Good communication skills & an empathic approach to engaging online with our 
international team, clients and partners.  

 
 Experience of working in a relevant area, e.g. education or health 

 
 Willingness to work flexibly and proactively to respond to the needs of the organisation 

 
 An ability to work from home and online with full office setup and excellent IT skills, 

including MS Word, Excel, Outlook and PowerPoint, or MacBook equivalents 
 

 A creative, enthusiastic and motivated ‘can-do’ approach, bringing the whole of you to 
work! 
 
 

Key Responsibilities 
 

The Executive Assistant will support the Directors in their day-to-day running of the organisation, 
working across a broad portfolio of tasks, potentially including: 
 

 Dealing with incoming communications 
 Programme monitoring & evaluation 
 Support management of student records 
 Drafting of reports 
 Programme & company administration & liaison with partner organisations 
 Organisation of company board meetings, agenda & minute writing 
 Organisation of community events & retreats 

 
 

Remuneration & Work Arrangement 
 

The Executive Assistant will be appointed on a freelance basis in the first instance and will be 
expected to work from his/her own office. Full office setup with latest computer equipment and 
software, as well as high-speed internet access, is essential.   
 
The person will be expected to take responsibility for tax liability according to the laws of the 
country of residence. The appointment is offered for 1 year in the first instance with potential of 
further extension.  
 
Percentage of time: 10 hours per week, flexible  
Length of contract: 1 year in the first instance with potential extension 
Fee: 6,000 Pound Sterling per annum 
 
 
 



 
 

How to apply 
 
The Alef Trust is committed to creating and sustaining a fully inclusive culture. We welcome 
applicants from all backgrounds and communities. 
 
Please apply via email and include your CV and a letter of application, sharing with us why you 
wish to apply for the post and what you would bring to the company.  
 
Your letter of application and CV should be sent to: Nick Theo (nick.theo@aleftrust.org) 
 
The closing date for the return of completed applications is 15th August 2018.  
 
Interviews will be held on a video conferencing facility on 23rd August 2018.  
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