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Job Title: 	Personal Assistant 

Location:	Trust Head Office with occasional UK-wide travel


Job Purpose:	To provide highly professional and wide-ranging operational support to the Trust’s Directors.
Background:	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire, Yorkshire/Humberside and London.  
Our aim is to be the country’s leading academy chain, committed to delivering the highest educational standards alongside an unrivalled package of sporting and cultural enrichment.
Reporting to:		Director of Governance
Grade: 		NJC 15 – 19 (depending on experience)


KEY RESPONSIBILITIES AND ACCOUNTABILITIES
MAIN DUTIES AND RESPONSIBILITIES 
Operational Support to Directors
· Provide a range of secretarial support services to Executive Directors, including diary management; document preparation; dealing with telephone calls and emails; receiving visitors to the office; arranging internal and external meetings; purchasing items; making of travel arrangements etc. 
· Deal with enquiries, giving reminders of impending deadlines and being proactive with time management to ensure work is completed. 
· Produce documents, newsletters, briefing papers, reports and presentations as requested by the Directors.  
· Provide support for meetings including agenda production, collation and circulation of papers, and minute taking and tracking of actions arising from meetings. 
· Manage correspondence – including much that is private and confidential, prioritising and taking action as appropriate. 
· Monitor Trust mailboxes, ensuring emails are acknowledged and forwarded in a timely manner.
· Direct requests for information and action to appropriate staff and to respond efficiently to requests for documentation and information from stakeholders. 
· Develop a strong working relationship with colleagues to ensure that all processes and procedures reflect and comply with Trust policy. 
· Support information collection, research and business planning activity undertaken by the Directors.
· Handle sensitive and complex issues in a professional and objective manner at all times. 
· Work flexibly to meet agreed deadlines and targets. 
· Maintain office systems and processes such as telephone duties, data management, filing, ordering supplies, room bookings, etc. as appropriate. 
· Provide a courteous, professional, confidential and knowledgeable point of contact for stakeholders both within and outside the Trust. 
· Collate expenses claims on behalf of the Directors where required.
· Arranging meetings/rooms, maintaining the contact lists, organising filing, booking travel and hotel rooms for Directors and wider central teams, organising conference calls and ensuring the smooth administrative operation of the Executive Support function.  
· Work with Directors to plan and organise key Trust-wide events eg, Principal’s Conferences, training events, awards events, social activities. This may include occasional onsite support at academies. 
· Miscellaneous tasks to support the running of Trust Head Office, which will vary day to day.  
Systems Support
· Administration of the Trust’s travel booking systems including training for new users. 
· Complete processes such as the logging of sickness absence and changes to payroll information for the Core Team. 
Strategic Relationships 
· Develop strong working relationships both personally and on behalf of the Directors with internal and external stakeholders as appropriate; including, trustees, governors, members, representatives from employer partners, the DfE and individual academies.
Project Management
· Take overall responsibility for key projects and monitor and oversee projects on behalf of the Directors determining project scope, objectives and deliverables.
General Duties
· Uphold the vision and values of the Trust in every aspect of the role.
· Lead by example and model the highest professional standards to staff, students, parents and partners in all aspects of the role.
· Work with other colleagues to play an active role in delivering the Trust’s priorities, culture and vision.
· Ensure effective use of resources to the benefit of all staff and students.
· Comply with health and safety regulation and legislation, ensuring the safety of students and staff at all times.
· Comply with all policies and procedures of the Trust. 
· Positively promote the welfare of children, young people, and vulnerable adults and
ensure that it is recognised that safeguarding is everyone's responsibility; and to
engage in appropriate training and development opportunities which enhance an
individual’s knowledge and skill in responding to children, young people and
vulnerable adults who may be in need of safeguarding.
· Safeguard the integrity of all Trust data by ensuring the accurate input and audit, as
required, of information being inputted to Trust systems.
· Ensure all activity complies with UK GDPR legislation.
· A commitment to promoting equality and diversity, providing an inclusive and cooperative environment in which all students and individuals working for and on behalf
of the organisation feel respected and able to give of their best.
· Any other duties commensurate with the level of this post.


PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application. Stages of assessment are as follows:
1 – Application
2 – Test/Presentation
3 – Interview

	
	Essential
	Desirable
	Assessed

	Qualifications and Professional Development
	
	
	

	· Educated to GCSE-level including English and Mathematics grade at 4/C or above (or equivalent)
	
	
	1

	· Relevant professional qualification, eg, business administration.
	
	
	1

	· Takes responsibility for own professional development and willing to partake in further in-house or external staff development or training. 
	
	
	3

	Experience
	
	
	

	· Excellent attention to detail and accuracy. 
	
	
	1, 3

	· Knowledge for developing and management of relevant administrative procedures. 
	
	
	1, 3

	· Skills and experience of supporting senior level staff, including workload planning and prioritisation
	
	
	1, 3

	· Diary management, making travel arrangements, meeting preparation and minute taking.
	
	
	1, 3

	· Analytical skills for interpreting data and complex information. 
	
	
	1, 3

	· Proven ability for record keeping, information retrieval and dissemination of data/documentation to relevant parties. 
	
	
	1, 3

	· Experience of working with confidential and sensitive information, making sure data protection protocols are followed
	
	
	1, 3

	· Working knowledge of processes and systems with an educational environment
	
	
	1, 3

	Skills and Knowledge
	
	
	

	· Good knowledge or willingness to develop good knowledge in Academy / Multi Academy Trust workings and processes
	
	
	1, 3

	· Excellent communication skills in written and verbal formats, including report-writing, presentations, and being able to explain information clearly. 
	
	
	1, 3

	· Able to work effectively as part of a team and build good working relationships with a variety of stakeholders. 
	
	
	2

	· Skilled user of Microsoft Office, with the ability to produce, create and edit documents using Word, Excel, PowerPoint and Outlook.
	
	
	2

	· Previous experience of minute taking. 
	
	
	2

	· Previous office experience to demonstrate competence in, dealing with confidential matters, working independently, managing conflicting workload and prioritising; and organising and multi-tasking. 
	
	
	1, 3

	· Ability to organise own time, flexible in approach and able to work with conflicting demands.
	
	
	1, 2, 3

	· Adept at developing and managing own projects
	
	
	1, 3

	· Thorough approach to work with exceptional attention to detail.
	
	
	1, 3

	Personal Qualities and Ethos
	
	
	

	· Confident, able to work on own initiative, enthusiastic, motivated and committed.
	
	
	1, 3

	· Assertive, enthusiastic, motivated and committed with a willingness to respond positively to change. 
	
	
	1, 3

	· Builds and maintains effective relationships with colleagues and stakeholders in a fair and equitable manner. 
	
	
	1, 3

	· Professional and confident approach when dealing with a wide range of people.
	
	
	1, 3

	· Committed to working in a way which promotes equal opportunity.
	
	
	1, 3

	Equal Opportunities
	
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	
	
	1, 3

	Safeguarding 
	
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	
	
	1, 3

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	
	
	1, 3

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	
	
	1, 3

	Health and Safety
	
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	
	
	1, 3



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 

All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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