Job Description

Job Title: 	Personal Assistant to the Principal

Salary: 	Generous salary dependant on skills and experience

Responsible to: 	Principal


Main Purpose of Job: 

· To be responsible for the effective and efficient PA service to the Principal
· Management of the reception team
· To be responsible for confidential secretarial, administration and clerical duties relating to all aspects of the Principal’s work.
· To act as an ambassador for the UTC and Principal at all times
· To manage communications on behalf of the Principal
· Administration tasks including suspensions, performance management and complaints
· Managing admissions and appeals

Main Duties and Responsibilities to include
Personal Support to the Principal
· To provide and organise an efficient, professional and confidential secretarial and administrative service to the Principal.
· To be responsible for ensuring a high level of quality and accuracy in all documents produced
· To be responsible for organising and maintaining the Principal’s diary, including arranging appointments, making travel arrangements, co-ordinating meetings and events
· To manage communications on behalf of the Principal and Senior team as required by the Principal
· To respond to queries on behalf of the Principal, including prioritising issues, investigating queries, preparing responses and resolving problems where appropriate.
· To maintain accurate and comprehensive filing systems personal to the Principal

Admissions & Student Recruitment
· To arrange all prospective parent and student tours
· To follow up on all enquiries for admittance to the UTC
· To maintain an up to date register of prospective students with regular communication.
· Liaison with the local authority
· To manage the administration of the appeals process



Marketing
· To be responsible for managing and helping to organise UTC events and occasions as directed by the Principal
· To make a contribution to the marketing/publicity of the UTC which may include: attending marketing events, preparation of newsletter items, preparing press releases and prospectus collation
· To monitor social media 



Staff Meetings
· To organise all arrangements for whole staff and SLT meetings, or any other meeting organised by the Principal as required
· To attend meetings as directed by the Principal, to prepare and circulate the relevant agendas and papers and to take minutes as required.

UTC Database & Administration
· To assist with the preparation and collation of paperwork and data for the local governing board meetings
· To provide support and cover for the administration team 
· Planning and preparing the annual calendar 
General
· To maintain confidentiality of information acquired in the course of undertaking duties for the UTC
· To carry out any other duties as reasonably required by the Principal that are commensurate with grade and nature of the post

Conditions
· Full time 
· Usual daily working hours between 8.30am and 5.00pm, total 36.5 hours per week.
· 25 Days annual paid leave plus bank holidays. Holidays to be taken outside of term time unless agreed with the Principal.
The post holder will have responsibility for promoting and safeguarding the welfare of children and young people s/he comes into contact with.
Whilst every attempt has been made to cover the main duties and responsibilities of this post, this list is not exhaustive and each individual task involved in the roles may not be identified. This job description is open to discussion at interview to meet a particular individual’s strengths or personal development goals. 
Furthermore, the exact nature of the post will be finally determined once the appointment has been made and reviewed annually. This will be in full collaboration with the successful candidate taking into account the individual skills and experiences they bring with them.  

This post is subject to criminal records check from the Disclosure & Barring Service (formerly CRB) as part of the UTC’s responsibility for promoting the welfare and safeguarding of children. Further details regarding the checks are available by visiting https://www.gov.uk/dbs. Effective from September 2022, KCSIE, paragraph 221, states as part of the shortlisting process schools and colleges should consider carrying out on-line searches, as part of the due diligence on shortlisted candidates. This is to determine suitability to work with children and keep them safe. All shortlisted candidates are now subject to an on-line check and if there is anything concerning, then the shortlisted candidate will be asked to comment on it either prior or at interview.
