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JOB DESCRIPTION

POST:				PA to the Centre Principal and Senior Leadership Team

GRADE:				Support Staff Grade 6

RESPONSIBLE TO:		Principal

WORKING TIME:		Term Time Only + 10 days 

MAIN PURPOSE OF THE POST:

· To provide a high level and comprehensive administrative support to the Principal and Senior Leadership Team
· To act as a key link between the Principal/Senior Leadership Team and the wider body of staff, representing the Principalship with the utmost efficiency, warmth and professionalism
· To contribute actively to the positive and professional reputation of the college 
· To act as a link between the Principal/College and key internal and external stakeholders, including staff, students, local high schools, colleagues within the Trust, parents, neighbours/local communities, partner colleges, the LA and local employees to name a few
 
MAIN DUTES:

1. OPERATIONAL/STRATEGIC PLANNING

1.1 To provide a high standard of administrative and executive services to the Principal, including the administration associated with the Senior Leadership Team.

1.2 To plan and organise half termly Principal Recognition Lunches and other events held by the Principal.

1.3 To organise weekly Senior Leadership Team meeting papers, and to attend and minute the Senior Leadership meetings.

1.4 To plan and maintain the Principal’s diary, organising meetings, visits and overseeing the organisation of travel arrangements to make best use of their time.

1.5 To receive and welcome visitors including overseeing the provision of hospitality where necessary

1.6 To ensure effective liaison between leadership and wider college staff.

1.7 To maintain efficient and appropriate storage and administrative systems.

1.8 To attend relevant meetings organised by the college’s Senior Leadership Team, representing the college and liaising with external agencies as required.

1.9 To take a proactive approach in dealing with correspondence, telephone calls, emails and other forms of communications directed towards the Principal and the Senior Leadership Team.

1.10 To liaise with external bodies, as appropriate.

1.11 To organise reports relating to college and obtain approval by the Senior Leadership Team for the Local Governing Body/Trust Board as required.

1.12 To keep up to date on educational issues.

2. STAFFING

2.1 To work flexibly providing cover for absent colleagues when required.

2.2 To participate in continual professional development and coaching and mentoring to enhance and share good practice.

2.3 To take part in the college’s appraisal process.

2.4 To contribute to the staff development of other staff as appropriate.

2.5 To contribute towards the induction of new staff as appropriate.

2.6 To work collaboratively with colleagues across college to ensure effective working relations and to share good practice.

3. STUDENTS

SAFEGUARDING

3.1 To commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the Safeguarding policy/procedures and the Prevent Strategy.  

3.2 To ensure effective and robust administration of Trips and Visits documentation.

DISCIPLINE

3.3 To take responsibility for promoting good standards of behaviour and conduct in students by implementing and reporting breaches of the Student Conduct and Discipline Policy.

STUDENT INVOLVEMENT

3.4 To contribute to the development and implementation of the Student Involvement Strategy in order to improve the quality of provision and to respond appropriately to learner needs.

4. QUALITY ASSURANCE

4.1 To organise the college’s self assessment schedule and assist in the administrative set up of the whole college Self Assessment Report and other quality initiatives.

4.2 To contribute to own personal development in relevant areas.

4.3 To ensure the effective operation of quality control systems in the area of specific responsibility.

4.4 To actively contribute to seeking modification and improvement where required.

5. EQUALITY AND DIVERSITY

5.1 To create a purposeful, positive and supportive working environment, sensitive to equality and diversity.

6. MANAGEMENT INFORMATION AND ADMINISTRATION

6.1 To assist in the development and implementation of relevant information/administration systems and procedures to support the work of the college.

7. COMMUNICATIONS
	
7.1 Attend college events, briefings and meetings as part of the college’s meeting schedule.

7.2 To use the college’s systems, policies and procedures to communicate issues as necessary.

7.3 To develop and implement effective communication systems and procedures across the college as appropriate.

7.4 To attend meetings, both internal and external, related to the areas of responsibility as required.

8. MARKETING AND LIAISON

8.1 To contribute to the marketing and promotion activities of the college and the Senior Leadership Team.

8.2 To ensure the promotion of a welcoming and hospitable environment to students, visitors and callers.

9. OTHER

9.1 To contribute to the college mission and ethos and support the aims and objectives of the college.

9.2 To follow, comply with and actively promote the college’s policies and procedures.

9.3 To gate keep Compliments and Complaints, record and progress accurately.  Liaise with the Chief of Staff if the complaint is progressed.
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