
 

JOB DESCRIPTION 

 

Job/Role Title: EA to CEO & President & International Relations Manager 

 

Reporting to: CEO 

 

Location: World Sailing, 20 Eastbourne Terrace, London 

 

 

 

Background 

 

 

World Sailing is the world governing body for the sport of sailing, officially recognised by the 

International Olympic Committee (IOC) and International Paralympic Committee (IPC) 

 

World Sailing is responsible for:  

- the promotion of the sport internationally; 

- managing sailing at the Olympic and Paralympic Games; 

- developing the Racing Rules of Sailing and regulations for all sailing competitions; 

- the training of judges, umpires and other administrators; 

- the development of the sport around the world; and 

- representing the sailors in all matters concerning the sport. 

The principle members of World Sailing are the 145 'Member National Authorities' (MNAs) and 

the 100+ 'Class Associations'. 

We have a clear and ambitious vision:  

A world in which millions more people fall in love with sailing; inspired by the unique 

relationship between sport, technology and the forces of nature, we all work to protect the 

waters of the world.  

 

Our mission:  

To make sailing more exciting and accessible for everyone to participate or watch, and use 

our reach and influence to create a sustainable future for our sport and the waters of the 

world. 

 

World Sailing will be moving from Southampton to a new headquarters building at 20 

Eastbourne Terrace, London W2 on the 31/07/17. 

 

 

 

Role 

 

The Executive Assistant will be the primary support for the CEO and President of World Sailing 

and will have responsibility for ensuring that the organisation has a strong and coherent plan of 

engagement with key sports stakeholders. 

 

 

 

 



 
 

Key Responsibilities 

 

• All aspects of supporting the CEO and President: 

o Meeting planning and communication with senior International stakeholders 

o Interaction on behalf of the CEO and President with World Sailing Board, 

Council and Committee members 

o Travel, logistics planning and itinerary management for significant overseas 

travel    

o Written communication and email management 

o Monthly and quarterly report compilation 

o Speech writing 

o Production of the Presidents monthly newsletter 

o Management of the Presidents social media account 

o Special projects 

• Plan and manage International relations for the International Federation 

o Develop annual and quadrennial influencing and contact plan across 

international sports stakeholders including establishing appropriate KPIs 

o Set-up meetings, prepare and coordinate content, follow-up and 

management of actions arising 

o Establish relationships with gatekeepers to key influencers 

o Produce briefing papers for meetings 

o Accompany President and / or CEO as requested on stakeholder visits 

 

 

Relationships & Interfaces 

 

 

Strategic reporting to: 

• Line Manager – CEO 

Working closely with: 

• All members of the senior management team 

• Communications and media team 

• Other staff members as required 

 

 

 

Personal Attributes & Experience 

 

 

Essential 

• Graduate with a minimum of 7-years work experience in a similar role 

• Excellent written and verbal English language skills 

• Outstanding interpersonal and diplomacy skills 

• Impeccable levels of discretion and confidentiality 

• Experience of working in a similar role within a global membership or sports organization 

• The ability to meet tight deadlines and work under pressure  

• A flexible approach in a small team 

• A willingness to learn new skills and develop existing competencies 

• A passion for sport 

• Interest in the sport of Sailing 



 
• Strong communication and negotiation skills  

• Team player and excellent collaborator 

• Innovative and a problem solver 

• Willing to travel overseas accompanying CEO or President to major meetings, 

conferences, events etc. 

• Second European language 

 

Desirable 

• Experience of working in a not for profit organisation 

• Experience of working within International Sports administration with a deep 

understanding of the key stakeholders 
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