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New College Worcester

Job Description
Job Title

:  PERSONAL ASSISTANT TO THE
   PRINCIPAL AND SENIOR LEADERSHIP


   TEAM 
Ref


:  AD196/0724
Grade


:  Scale 6; SCP 18 - 22
Salary

         
:  £29,269 - £31,364 (Full Time salary)
Hours



:  25 hours per week, Monday to Friday







Term Time Only + 5 days in College holidays
Pro rata Salary
:  £17,370. - £18,614 (TTO + 5 days)
Duration


:  12 months – Fixed Term
Department


:  Business Operations Services
Location



:  New College Worcester
Reports To


:  Principal
Responsibility

:  No Line Management responsibility

Personal Assistant to the Principal and Senior Leadership Team (SLT)
We are seeking an energetic and experienced team player to join a newly forming Senior Leadership Team (SLT) during a period of growth and change at NCW.  The successful applicant will be an experienced PA, Executive Assistant or high-level administrator with a can-do attitude who is able to work effectively with people across the organisation on many different levels, including staff, parents and students.  The Personal Assistant to the Principal and SLT will need to be resilient, patient and well organised and a really good communicator who can help clearly share the vision of the SLT throughout the whole community.  Use of technology will be key to managing a busy workload which will include diary and email management, meeting arrangements, travel bookings, event organisation and full administrative support.  Responsibility for Policy management will be a significant part of the role and discretion will be key, as the person in this role will have access to highly sensitive HR and College information. 
Purpose of the job:
· To provide administrative and developmental support to the Principal.
· To take minutes of meetings (including SLT Operational meetings, Health and Safety Working group and Parent Forum), acting as secretary where appropriate and ensuring timely follow-up of actions
· To ensure the smooth running of the Principal’s office, including diary and email management, meeting arrangements, travel bookings, event organisation and full administrative support.
· To support other members of the SLT, encouraging use of technology and systems to facilitate their own administrative independence.
· To ensure the smooth management of the Principal’s routine affairs and most effective use of time.
· To serve as the primary point of contact for routine internal and external enquiries on all matters pertaining to the Principal.
· To handle sensitive and complex issues in a professional and objective manner, understanding how with whom to escalate
· To assist in the organisation of important all College events such as Celebration Day, student recruitment events.
Skills and Experience
· The PA/Executive Assistant to the Principal will need to be well-presented, articulate and self-motivated with a confident and confidential approach, able to communicate effectively with a range of people and able to work on their own initiative.
· The right person must be resilient, flexible and have the ability to manage a significant workload under direction. 
· The PA/Executive Assistant must be able to respond to changing priorities with a proven ability to meet deadlines and have an eye for detail.
· The successful candidate will enjoy working in an exciting and challenging environment as part of a diverse, inclusive and wide school community.
· Must have the ability to communicate on all levels with leaders, staff, students, parents and visitors. 
· Due to the nature of the role the PA/Executive Assistant will need to be diligent and be able to maintain a high level of confidentiality. 

· Confident and capable. 

· Can-do attitude and able to work effectively with people across the organisation on many different levels.
· Resilient, patient and well organised.
· A good communicator, who can help communicate clearly the vision of the SLT throughout the whole community. 

· It is important to be a strong team player.
· Will pro-actively investigate and use technology to improve processes.
Safeguarding Children:

NCW is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.
Equal Opportunities Statement:
NCW is committed to being an equal opportunities organisation.  It is committed to promoting equal opportunities and preventing discrimination.  This policy applies to both its service delivery and its own employment practise.  You will be willing and able to demonstrate commitment to NCW’s Equal Opportunities Policy.

Annual Review

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

This document is to be read on the context of the NCW’s Statement of Purpose, Equal Opportunities Statement, the agreed Policies of New College Worcester, and the Conditions of Service as outlined in the individual employee’s contract.

PLEASE NOTE:

This appointment is a regulated activity and is subject to two satisfactory and verified references, an Enhanced DBS Clearance and Registration, a medical clearance and a six-month probationary period.

May Day Bank Holiday and Celebration Day (usually first Saturday in July) are both working days for all members of staff at NCW.

PERSON SPEC:
PA/Executive Assistant to the Principal and SLT

AD196/0724
	ESSENTIAL
	DESIRABLE

	· Previous experience of working in a similar of high-level administrative role.
· Demonstrable organisational skills.
· An excellent working knowledge of Outlook, Word, Excel and Databases.
· A high standard of typing, literacy, numeracy, spelling and grammar.
· Demonstrated self-motivation and proactivity.
· Ability to work on own initiative, escalating issues where appropriate.
	· Working knowledge of online office systems such as Google would be advantageous.
· Previous experience working in a school, business or charity supporting an executive leader or team.
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