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	Post Title
	Personal Assistant to Senior Leadership Team

	Purpose
	To provide a high quality administrative function to the Senior Leadership Team;  the Deputy Principal and Vice Principals for Curriculum & Quality, Planning & Resources, and Student Services. The Personal Assistant will ensure the Senior Leadership and Senior Management Teams are fully supported in all aspects of their work, including matters that are of a confidential nature. The Personal Assistant to the Senior Leadership Team will support and encourage the college’s ethos, values and strategic objectives.

	Responsible to
	The Principal, via the Personal Assistant to the Principal. 

	Liaising with
	The Senior Leadership Team, Senior Management Team and wider college staff. 

	Context

	Loreto Sixth Form College is one of the largest provider of A Levels in the country, and was graded as Outstanding by OFSTED in January 2023. The college Senior Leadership Team are looking to appoint a highly organized and pro-active individual who can support their various workloads as part of the Administration function of the college.



	Main Duties and Responsibilities

	· To provide confidential efficient administration and secretarial assistance to the Deputy Principal, Vice Principal Curriculum & Quality, Vice Principal for Planning & Resources and Vice Principal for Student Services, including managing telephone and email enquiries as appropriate. 
· To organise, attend and minute meetings; including booking rooms and refreshments as necessary.
· To greet visitors on behalf of the Senior Leadership Team when required. 
· To arrange conference bookings, travel arrangements, and accommodation for the Senior Leadership Team.
· To manage correspondence, preparing letters and taking dictation and minutes on behalf of the Senior Leadership Team.
· To respond to communications on behalf of the Senior Leadership Team, answering ad hoc queries both internally and externally; using own initiative to find answers or directing questions to those best placed to answer.
· To manage diaries, appointments and meetings as appropriate.
· To produce high quality and timely reports and presentations upon request.
· To support with calendar and diary management as necessary.
· To support the wider Senior Management Team when necessary with confidential administration and secretarial assistance.
· To act as the main point of contact and oversee the administration of the Trips and Visits system, following up and progressing approvals and organising emergency contacts as needed.
· To oversee trip correspondence and the timely collection of travel documentation data from staff and students.
· To maintain the guidance for the Trips and Visits system to ensure it is accurate and reflects current practice.
· To support the coordination and administration of Oxbridge interviews for students 
· To use a range of internal college systems to provide an effective administrative function.
· To support and contribute to other departments in the College as the need arises.
· To deputise for the Personal Assistant to the Principal, supporting the Principal with administrative duties were appropriate.
· To support wider cross college events and initiatives as appropriate.

	General

	· To be aware of and comply with all College policies and procedures.
· To be aware of equal opportunities and to demonstrate these principles in all aspects of work.
· To understand the College’s Safeguarding and Health and Safety policies and to work within its guidelines.

	Staffing

	· To undertake staff development.
· To take part in the College’s Appraisal process.
· To ensure that appropriate arrangements for cover are made when absent.
· To work as part of a team and to ensure effective working relations.

	Quality Assurance

	· To ensure the effective operation of quality assurance systems.
· To contribute to the process of the setting of targets within the department and to work towards their achievement.

	Communications

	· To ensure effective communication with members of staff, managers and the Senior Leadership Team.
· To liaise with relevant external bodies as appropriate.

	[bookmark: _Hlk150761861]Marketing and Liaison

	· To contribute to the College liaison and marketing activities.
· To link with external agencies as appropriate.

	Management of Resources

	· To contribute to the maintenance of an attractive working environment. 

	Other

	· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· To undertake any other duties the Principal (or their designated alternate) may reasonably direct from time to time within the context of the Loreto College contract.
· To take all reasonable steps to ensure the security of any personal data relating to College employees or students, (either future, current or past) to which you have access, in line with the requirements of the College’s Data Protection Policy and the General Data Protection Regulation (GDPR). 
· This Job Description is subject to periodic review and amendment.



Person Specification

This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Assessment Method

	Experience
	
	
	

	Previous experience of working as a PA, Personal Assistant or other high level secretarial position.
	x
	
	Application, Interview

	Previous experience of working within an educational environment. 
	
	x
	Application, Interview

	Previous experience of working for a Senior Leadership Team or equivalent.
	x
	
	Application, Interview

	Previous experience of providing a high quality administrative function.
	x
	
	Application, Interview

	Skills and Knowledge 
	
	
	

	Conversant in all Microsoft Office applications, with high demonstrable high skills in Word and PowerPoint. 
	x
	
	Interview, Test 

	Ability to organise and manage own workload to meet competing deadlines.
	
	x
	Application, Interview

	[bookmark: _Hlk80104467]Ability to prioritise and multitask, using own initiative to overcome challenges.
	
	x
	Application, Interview

	Excellent written and verbal communication skills. 
	x
	
	Application, Interview

	The ability to maintain quality and organisational procedures. 
	x
	
	Interview 

	The ability to recognise and appreciate the confidential nature of work undertaken for the Senior Leadership Team. 
	x
	
	Interview 

	Excellent attention to detail.
	x
	
	Application, Interview, Test

	Ability to empathise with 16-19 year olds within a college situation. 
	x
	
	Interview 

	Evidence of commitment to Continuous Professional Development. 
	x
	
	Application, Interview

	Demonstrate effective interpersonal skills and ability to organise senior managers. 
	
	X
	Application, Interview

	Qualifications 
	
	
	

	Educated to A-Level or equivalent, or substantial relevant experience that demonstrates a high level of written and oral skills.
	x
	
	Application, Interview

	Attitude and Impact 
	
	
	

	Positive and Enthusiastic. 
	x
	
	Interview 

	Flexibility and a readiness to undertake a wide range of tasks. 
	x
	
	Interview

	Smart in appearance and manner. 
	x
	
	Interview

	Ability to work outside of normal office hours on occasions.
	x
	
	Interview

	In sympathy with the Catholic ethos of the College, including a commitment to co-operation and helpfulness and a concern for the well-being of others. 
	x
	
	Interview

	A willingness to show flexibility in working arrangements in terms of duties and working patterns to meet emergencies and changes in circumstances. 
	x
	
	Interview

	Committed to Equality and Diversity. 
	x
	
	Interview

	Personal 
	
	
	

	Enhanced DBS Clearance.*
	x
	
	Pre-employment check 

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK).
	x
	
	Interview

	*this will follow an initial offer of employment 
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