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	Job Description

	Post:
	Executive Assistant to the Principal and Chief Executive

	Salary Grade:
	Grade 5 Spine Point 22 - £36,457.32

	Responsible to:
	The Principal and Chief Executive

	Responsible for:
	Professional / Personal Assistants to the Senior Leadership Team



	Key Purpose

	1
	To provide a full, confidential Executive Assistant service to the Principal.

	2
	To provide a full, confidential Professional Assistant service to the members of Executive Leadership (as required).

	3
	To assist the Clerk to the Corporation in terms of arrangements for Corporation and Committee meetings and follow-up of actions from those meetings.



	Key Responsibilities and Accountabilities

	A
	To draft letters, emails, reports, papers and presentations for the Principal and other members of Executive Leadership as required.

	B
	To prepare, in liaison with the Principal, the annual schedule of business for meetings of the Executive Team.  To prepare agendas and produce minutes for those meetings and other meetings required by the Principal.

	C
	To prepare agendas and produce minutes for other Executive Leadership members meetings as required.

	D
	To manage an effective rolling log of outstanding actions from all meetings to ensure the Principal and where required other members of the Executive Leadership receive adequate support in preparation for meetings – and to issue reminders for actions to be followed up.

	E
	To take a proactive approach to the management of the Principal’s and where required other members of Executive Leadership’s calendars.

	F
	To respond effectively to complaints received by the Principal, ensuring investigations take place as appropriate, timely responses are made and accurate records are kept, in compliance with the College’s complaints policy.

	G
	To effectively manage and respond to enquiries from governors, staff, students, parents and other persons, either in person or on the telephone.

	H
	To liaise with external contacts and partners such as government agencies, employers, schools, suppliers and other agencies as required in the role.

	I
	To organise events as appropriate and make bookings for accommodation, travel arrangements and distribution of papers.

	J
	To manage confidential correspondence for the Principal, and sort and process mail, including email, as required; reviewing, evaluating and prioritising items for attention and acknowledging follow up as required.

	K
	To prepare and process high quality documents, reports and presentation materials using appropriate software packages.

	L
	To meet and greet visitors providing a welcoming environment.

	M
	To manage the other Personal Assistants in the Executive Services Team, ensuring adequate cover in the Executive Offices at all times, and compliance with the College’s policies relating to management of staff.

	N
	To work closely with the Clerk to the Corporation, to support Board and Committee meetings, making arrangements for the servicing of such meetings.

	O
	To work closely with the Clerk to the Corporation, to ensure the Principal and members of the Executive Leadership Team comply with corporation requirements, especially relating to the College’s Policy Review Schedule.

	P
	To provide administration support for the Principal in his role as Chair of the Hampshire Principals Group, including preparing agendas and minutes, booking venue, hospitality, speakers, etc.

	Q
	To participate actively and flexibly in a range of college-wide activities such as enrolment, marketing events and staff and student activities.

	R
	To manage an effective electronic and paper-based filing and retrieval system to enable accurate and up to date information to be accessed quickly and easily.

	S
	To act as an ambassador on behalf of the Principal, ensuring a professional service is given to all who come into contact with the Executive Services Office.

	T
	To advise Executive Leadership and College Leadership Team members regarding matters of protocol and procedure in terms of Board, Committee, Executive Leadership and College policy requirements.

	U
	To monitor budget expenditure on behalf of the Principal and where required other members of Executive Leadership, ensuring compliance with the College’s financial regulations and procedures.

	V
	To ensure the Principal’s Offices comply with College health and safety policy and procedures, including undertaking annual risk assessments, and arrangement of PAT testing of electrical equipment.



	Cross-College Responsibilities and Accountabilities

	1
	Achieve individual and team targets agreed within the strategic planning and performance development and review process.

	2
	Maintain tight budgetary control, operating within the College’s approved financial regulations and procedures.

	3
	Champion the College’s equal opportunities and health and safety requirements.

	4
	Fully support and adhere to the College’s approved strategies, policies and procedures.

	5
	Take responsibility for one’s own professional development.

	6
	Be responsible for safeguarding and promoting the welfare of young children, young people and vulnerable adults.



	Person Specification

	
	Qualifications & Training
	Essential
	Desirable

	1
	A general level of education to A Level/Vocational Level 3 standard
	Y
	

	2
	Relevant secretarial or administration qualification at NVQ Level 3 or above
	Y
	

	
	Knowledge, Experience & Understanding (current)
	Essential
	Desirable

	1
	Substantial successful secretarial and administrative experience at a senior level
	Y
	

	2
	Experience of diary management
	Y
	

	3
	Experience of establishing and maintaining appropriate information systems
	Y
	

	4
	Experience of supporting committees, eg production of agendas, minutes, etc.
	Y
	

	5
	Ability to manage projects
	Y
	

	6
	Experience of managing or supervising staff
	Y
	

	
	Skills & Attributes
	Essential
	Desirable

	1
	Excellent note taking skills and the ability to take minutes of complex level discussions and transcribe them with a high level of accuracy
	Y
	

	2
	Clear and effective written communication skills
	Y
	

	3
	Clear and effective verbal communication skills
	Y
	

	4
	Advanced and accurate typing skills
	Y
	

	5
	Excellent attention to detail
	Y
	

	6
	Substantial organisational and time-management skills
	Y
	

	7
	High level IT skills using Microsoft Office software packages including Word, Excel and PowerPoint
	Y
	

	8
	Skills in researching information
	Y
	

	9
	Excellent interpersonal skills with the ability to deal pleasantly and effectively with a wide range of people at all levels of seniority
	Y
	

	10
	High level of personal integrity, discretion and judgement, with a proven experience of handling sensitive information with tact and diplomacy and with complete respect for confidentiality
	Y
	

	11
	Ability and willingness to work flexibly to meet changing needs and priorities, including attendance at evening meetings
	Y
	

	12
	Committed team player
	Y
	

	13
	Customer focused professional approach
	Y
	

	14
	Resilience, stamina and reliability under pressure
	Y
	



This job description is current as at the date shown below.  
In consultation with you, it is liable to variation by management to reflect or anticipate changes in or to the job. You are liable to undertake such other duties as may reasonably be required of you, commensurate with your grade, at your initial or present place of work or at any other of the College’s operational sites.
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