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	Job Title:
	Executive Assistant to CEO 

	Contract type:
	Permanent 

	Closing Date:
	29th May 2026 




About the RDS

The Royal Dublin Society (RDS) is a social impact organisation founded nearly 300 years ago. We inspire and empower positive change across science and technology, culture enterprise, agriculture and equestrianism. We achieve this by delivering programmes, bursaries and activities on an all-island basis. Shaped by our members, donors and partners, the RDS is powered by a team of over 100 employees working in partnership with our suppliers.

Our 42-acre multi-purpose venue in Dublin is unique in Ireland delivering memorable experiences across sporting, hospitality, live entertainment and exhibitions for everyone within our community. We have ignited passion for generations and welcome over 2 million visitors annually. As Ireland’s oldest non-profit organisation, we reinvest our commercial returns so everyone who visits us, uses our space or partners with us helps to inspire and empower a better Ireland. 

About the Role

Provision of high-quality administrative support to the Chief Executive always ensuring confidentiality and efficient delivery of professional service.  A key part of the role will also involve providing administrative and secretarial support to the wider Senior Management Team. 

Key Responsibilities

1. Administration and secretarial support to the Chief Executive and wider Senior Management Team:

· Organising Executive meetings and managing the agenda, minutes, and action items.
· Screening phone calls.
· Manage relationships in confidence on behalf of the Chief Executive.
· Arranging business travel and accommodations for the Chief Executive and Honorary Officers.
· Preparation of reports, minutes, presentations and letters to Society standard
· Assisting with various PR opportunities & managing the Chief Executive’s social media platforms.
· Preparation of professional presentations and project proposals in line with organisation branding and quality standards.
· Financial administration including expenses, credit cards and procurement
· Other ad hoc duties as required. 

1. Working with the Chief Executive and Honorary Officers on projects and initiatives. 

· Organise and schedule meetings, conferences and events. 
· Create presentations and reports to a very high standard. 
· Co-ordination and logistics for all meetings and events for the Chief Executive and Honorary Officers. 

Person Specification

Experience:

· Minimum experience of 5 years as a Personal Assistant to a Senior Manager. 

Skills: 

· Very high level of proficiency in information systems and working knowledge of the following packages:  Email, Internet, MS Word, Access, Excel, PowerPoint and Visio;
· Demonstrate excellent communication skills, both written and spoken;
· Demonstrate strong organisational skills with an ability to multitask, prioritise without losing any attention to detail, and work to tight deadlines
· Strong proficiency in the MS Office Suite.

Personal Attributes:	

· Responsive and flexible approach to work, with a “can-do” attitude to requests and tasks;
· Demonstrate ability to manage confidential correspondence and reports;
· A highly professional manner and the ability to work with a range of internal and external stakeholders;
· Demonstrate confidence and good judgement skills;
· A friendly and flexible manner with a resolution focused approach to work;
· Demonstrate ability to plan ahead and anticipate potential problems and proactively offer solutions;




Application Process and Closing Date

If you are interested in applying for this position, please email your CV and Cover Letter to sandra.oneill@rds.ie with the subject line “Executive Assistant to CEO”. Please note that the closing date for applications is the close of business 29th May 2026.  Any applications received after this date will not be considered.
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