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	Job Description



Job Title:


Senior Executive Personal Assistant
Responsible To:

Principal/Chief Executive Officer (CEO)
Job Purpose:
To provide a confidential and professional personal assistant service to the Principal/CEO and the Deputy Principal/Deputy Chief Executive Officer (DCEO).
Principal Responsibilities

1. To operate administrative procedures and systems to ensure the efficient running of the Principal/CEO and the Deputy Principal/DCEO’s work schedules;

2. To act as the first point of contact for all queries to Principal/CEO and the Deputy Principal/DCEO’s office, screening calls, prioritising and flagging urgent communications, dealing with tasks and delegating where necessary;

3. To co-ordinate the day to day running of the Principal/CEO and the Deputy Principal/DCEO’s offices and where appropriate making decisions in their absence;

4. To supervise the team of Personal Assistants in the Executive Office and to ensure that all Executive support duties are carried out to the required standard and in a timely manner, redistributing work as required;

5. To ensuring that all Welsh Government Returns are logged and fully completed by the relevant managers in time for review and sign-off by the Principal ahead of the submission deadlines, and coordination of queries and replies arising from those returns;
6. To provide briefing papers and information to ensure the Principal/CEO and the Deputy Principal/DCEO are well prepared for internal and external meetings;

7. To provide accurate and professional administrative and secretarial support to the Principal/CEO and the Deputy Principal/DCEO, including correspondence, diary management, preparation of personal expense claims, College credit card returns and ensuring direct report expenses and claims are suitable for approval;

8. To produce high quality documents, reports, statistical data etc. using a range of computer software;

9. To provide specific support to the Deputy Principal/DCEO in respect of legal cases and subject access requests;

10. To support Group events and marketing, including, but not limited to  Graduation, Open Evenings, Awards Events and Enrolment;

11. To take responsibility for the implementation and running of specific projects; 
12. To supervise the archiving of all Executive materials;
13. To undertake background research, as required and formally presenting the findings to the College Senior Management Team and  members of the Corporation Board;

14. To set up and maintain appropriate filing systems and records;

15. To organise and attend both internal and external meetings and record minutes of meetings as required; issuing those minutes in a timely manner and following up on actions to report back at subsequent meetings;

16. To liaise effectively with external and internal agencies, including suppliers, clients and College staff;

17. To take day to day responsibility for project budgets as necessary;

18. To ensure effective communication of cross-college information to all relevant sections of the College as appropriate.
College Responsibilities
19. To actively promote the Diversity agenda within the College;
20. To promote and ensure safe working practices in line with Health and Safety requirements;
21. To play an active role in Quality;
22. To contribute to and represent the overall visions and values of the College;
23. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001;
24. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance;
25. To adhere to all College policies and procedures;
26. To undertake professional development as required; and
27. To undertake other appropriate duties as required by the line manager.
It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resource Manager, which may lead to revisions in light of the operational requirements of the College.
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