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JOB DESCRIPTION

	Job Title:
	PA to CEO & Executive 

	Base:
	Trust Central Team

	Reports to:
	Chief Executive Officer
	Grade:
	Scale S6 NJC19 – NJC23

	Staff Responsibility for:

	N/A
	Salary:
	£32,061 - £34,434 FTE
(Actual £16,463 - £17,681)

	
	
	Term:
	18 hours per week 
Part Time – permanent All Year Round

	Additional:
	
	
	



JOB PURPOSE SUMMARY:  
To contribute to the development of a Trust that is transforming the educational standards and character 
 development of our young people with an emphasis on creating a culture that inspires personal growth, 
development and performance driven outcomes. 

Provide a comprehensive and fully confidential secretarial and personal assistance service to the Chief Executive and ensure efficient administrative support to the Chief Executive and Executives.

JOB PURPOSE:
1. Provision of a comprehensive administration and secretarial support service including word processing, photocopying, and email/Internet.
2. To undertake research, prepare reports, responses and statistical information as required.
3. To achieve these aims by supporting and developing staff, working in harmony with colleagues; and through effective teamwork.


[bookmark: _Hlk18996429]KEY RESPONSIBILITIES AND ACCOUNTABILITIES
Support for the Chief Executive and Executive
Support the Chief Executive in the delivery of his/her roles and responsibilities.
Act as a first point of contact within the Trust for staff, trustees, governors, visitors and others seeking contact with the Chief Executive.
Signing in visitors, ensuring that the safeguarding procedures are maintained in line with Trust policy. 
Hospitality; providing refreshments for visitors.
Support the Chief Executive with internal and external correspondence and the organisation of his/her calendar, arranging appointments as appropriate and ensuring he/she is adequately briefed on matters to be discussed.
Lead the organisation and minuting of meetings on behalf of the Chief Executive and the Directors. 
Ensure that all matters arising from meetings are dealt with by the appropriate people within agreed timescales. 
Support the administration and organisation of key events on behalf of the Chief Executive and Directors. 
Attend Trust events as required. 
Handle all confidential correspondence with discretion. 
Sort and prioritise all incoming post and other Trust post not individually addressed.
Organise workload and prioritise daily using own initiative and knowledge of the work, with minimum direct supervision from the Chief Executive and Directors. 
Support for the Board of Trustees
Ensure that the Trust’s requirements for robust governance are implemented. 
Lead the organisation of the Board of Trustees meetings. 
Responsibility for the preparation of notices of meetings and agenda papers; minute taking, production and distribution of minutes. Copying, collection and archiving of all necessary supporting papers. 
Lead accurate record-keeping of Trustees activity- including a register of business interest, pecuniary interest records, declaration of relationships, and minutes of meetings. 
Maintain the Trustees section of the school website. 
Liaise with the Head of Governance and compliance at the Trust Central Office in a timely and effective manner.  
Lead the organisation of elections for Trustees.
External Agencies and Statutory Bodies
Ensure accurate annual returns to DFE and other external agencies.
Liaise with the Chief Executive and the Directors to ensure accurate annual returns to the Trust Central Office and DfE. 
Liaise with the local authority, DFE and other agencies to support the work of the Chief Executive 
Trust Responsibilities
Support the work of the Chief Executive and Directors on a daily basis, as directed by the Chief Executive. 
Undertake and follow laid down administrative procedures and processes.
Manage all (electronic and paper) correspondence, records and files relating to the Trust.
Provide general administrative support; e.g. reprographics, typing, filing, e-mailing, completing routine forms and responding to routine correspondence.
Undertake the administrative and clerical support of finance through the raising of orders; processing of orders; receiving, recording and deployment of deliveries; processing of invoices and provision of cost centre reports.
Maintain stock and supplies of stationery and other necessary requisites, including an inventory.
Lead on the delivery of special projects.
Undertake strategic desk research of key initiatives for the Trust related to business planning, operational activities of the Trust and its development projects; prepare reports, responses and statistical information as required.
Attend and participate in relevant meetings, as required.
Participate in training and professional development opportunities as required to fulfil the role.
Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and GDPR, reporting all concerns in accordance with Trust procedures.
Other responsibilities
Promote the Trust’s vision of ‘Creating Brighter Futures”.
Contribute to the wider life of the Trust and the iExel community.
Carry out any such duties as may be reasonably required by the Trust.
Records management
All staff who create, receive, and use records in the course of their job are responsible for ensuring that records are managed appropriately. It is therefore likely that this post-holder will have responsibility for record-keeping as part of the role.  Employees are required to be conversant with the Trust’s policies and procedures on records management.
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This appointment is with the Trust as employers.  The job description forms part of the contract of employment of the person appointed to this post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the terms and conditions outlined in the contract of employment.






PERSON SPECIFICATION
	
	
	
	Assessed by:

	

	

	
Essential/ Desirable
	
App
Form
	
Interview /Task

	QUALIFICATIONS

	1.
	A*-B in English and Maths at GCSE.
	E
	
	

	2.
	Evidence of continuous professional development.
	D
	
	

	3.
	ICT or administration-related qualification.
	D
	
	

	EXPERIENCE

	3.
	Experience of working in a senior administrative role.
	E
	
	

	4.
	Experience of producing marketing materials and publications.
	
	
	

	5.
	Developing and using monitoring and evaluation procedures
	E
	
	

	6.
	Financial management
	E
	
	

	7.
	Experience of drafting reports and preparing presentations.
	E
	
	

	8.
	Experience of successful project management and delivery.
	E
	
	

	9.
	Experience of minuting meetings and undertaking follow up actions.
	E
	
	

	10.
	Experience of organising conferences and events.
	E
	
	

	11.
	Experience of undertaking a PA role for a senior leader
	E
	
	

	12.
	Experience of liaising with committees, statutory bodies or agencies that provide oversight.
	E
	
	

	13.
	Experience of working in an educational setting.
	D
	
	

	ABILITIES, SKILLS AND KNOWLEDGE

	14.
	Ability to work with a variety of partners and key stakeholders in an effective manner.
	E
	
	

	15.
	Strong interpersonal and team-working skills.
	E
	
	

	16.
	Excellent written and verbal communication skills, with excellent attention to detail- including the ability to draft concise and accurate reports for range of audiences. 
	E
	
	

	17.
	Ability to analyse data and produce management information.
	E
	
	

	18.
	Ability to deliver assigned projects on time and within budget.
	E
	
	

	19.
	Ability to monitor and evaluate projects against criteria.
	E
	
	

	20.
	Ability to work autonomously, prioritise conflicting demands and thrive under pressure.
	E
	
	

	21.
	Proficient ability in ICT – including all key Microsoft packages.
	E
	
	

	22.
	Ability to conduct and present research on a range of areas.
	E
	
	

	23.
	Excellent understanding of administrative procedures and systems.
	E
	
	

	24.
	Excellent understanding of Management Information Systems.
	E
	
	

	25.
	Organisational skills with a systematic and methodical approach to work.
	E
	
	

	26.
	Ability to remain calm under pressure and deal sympathetically with all stakeholders. 
	E
	
	

	PERSONAL QUALITIES

	27.
	A caring approach and inclination to handle difficult situations in a sensitive and confidential manner. 
	E
	
	

	28.
	Awareness and sensitivity to be able to work successfully within an education environment and to work effectively with educational organisations, schools and all related agencies. 
	E
	
	

	29.
	A commitment to equality of opportunity and fairness
	E
	
	

	30.
	A willingness to work outside normal office hours. 
	E
	
	

	31.
	Reliable in terms of attendance, punctuality and ability to work to challenging deadlines.
	E
	
	

	32.
	Co-operative team worker, adopting a flexible and supportive approach in the workplace.
	E
	
	

	33.
	Highly motivated, decisive and confident approach. 
	E
	
	

	34.
	Highly resilient and determined in the face of challenges.
	E
	
	

	35.
	A passionate belief in the Trust’s vision of ‘
	E
	
	



Selflessness – Integrity – Objectivity – Accountability – Openness – Honesty - Leadership
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