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SENIOR EXECUTIVE ASSISTANT
JOB DESCRIPTION
Primary Objective of Role
To provide all levels of administrative support to the Principal and Chief Operating Officer (COO).  This includes providing excellent diary management, drafting and reviewing documents, collating key information and prioritising tasks and requests, preparing detailed briefing notes, expense tracking, minutes keeping and other similar tasks.

Accountability and Responsibilities
Safeguarding and promoting the welfare of students
· Incorporate the school’s vision, mission and core values into normal working practice. 
· Be responsible for safeguarding and promoting the welfare of all students at Doha College.
· Follow the reporting procedure contained in the Safeguarding and Child Protection Policy with regard to raising concerns about the welfare of any student.
· Act in accordance at all times within the school’s policies and procedures. 
· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures detailed in the College’s safeguarding policy.

Main Duties
· Manage the diary of the Principal and COO, ensuring meetings are confirmed, context is provided, and scheduling aligns to priority, whilst also ensuring there is sufficient time unbooked as clear space for strategy and campus walks.
· Act as the initial point of contact for all internal and external queries for the Principal and COO.
· Identify daily priorities, ensuring that the Principal and COO have relevant papers for all of their meetings and are properly briefed.
· Liaise where appropriate with students, parents, external individuals or organisations.
· Liaise with all internal departments and functions to assist in the smooth operation of all school business.
· Liaise with the Clerk to the Board of Governors, with regards to co‐ordination and compilation of Board papers produced by the Principal, COO, and any other individual or department that is called upon to brief the Board.
· Collate report contributions from direct reports of the Principal and COO and proof-read finished reports before they are sent, then ensure receipt by the Clerk in accordance with Board timelines.
· Track all actions that fall to the Principal and COO from the Board and ensure comprehensive and timely completion and reporting.
· To produce letters, papers and other documents to the highest presentational standard.
· Coordinate all Senior Leadership Team meetings, ensuring appropriate scheduling, sending out Agendas in time for review and input, taking Minutes in all meetings, and ensuring actions are completed as allocated.
· Maintain filing systems for all confidential files, committee papers and records to enable easy access and retrieval of documents. Maintain confidential files and handle sensitive material with complete integrity and security.
· Organise all Professional Development meetings for the Principal and COO, assisting with the input required from direct reports.
· Liaise with HR for all probation requirements for the Principal and COO, lesson observations for the Principal. 
· Prepare ‘read files’ and ‘sign files’ for the Principal and COO, liaising with all departments as required though especially HR and Finance, and ensuring all documents for signature have first been checked at appropriate levels and provide the context required for signature.
· Arrange all travel requirements for the Principal and COO on other college related business be that domestically or internationally.

The above tasks are an indication and of course not exhaustive.  The post holder requires flexibility and initiative to cover off any and all tasks that will assist the Principal and COO in the running of Doha College.

Other responsibilities
· Act with professional integrity at all times, notwithstanding issues of confidentiality and tact, act with honesty and transparency with regard to their work.
· Work as part of a team, submitting draft proposals and documents for further development by the Senior Leadership Team and accepting and supporting final decisions agreed by them for action across Doha College.

The post holder will be expected to work flexible hours if need be, so as to maintain the effective discharge of their professional duties and to meet the needs of the business.

All staff may be required to attend the College during weekends or holiday periods throughout the year for purposes of training (INSET), examination organisation/preparation and invigilation and/or preparation for the forthcoming academic term/year.


Safeguarding
Doha College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants must be willing to undergo child protection screening, including reference checks with previous employers and a criminal records check. Teaching staff will also be subject to a Barred List and Prohibition from Teaching Check. This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020
Diversity, Equity and Inclusion (DEI) 
As an equal opportunities employer, Doha College is committed to a culture of diversity, equity and inclusion. We believe that a diverse staff body reflects and supports the diversity of our students and wider society and leads to a cognitive diversity that promotes excellence in all areas.

PERSON SPECIFICATION
Key Requirements
E-Essential, D-Desirable
Qualifications
· Minimum Secondary/High School Level Education. (E) 
· Relevant professional qualification, such as secretarial. (D) 
· Evidence of recent professional development. (D) 

Experience
· Experience of working in a similar role, ideally in a school, with demonstrable progression of authority and responsibility. (D) 
· Experience of working with management information systems and databases. (D)


Skills, Knowledge and Abilities
· Excellent interpersonal and communication skills (written and verbal). (E)
· Total integrity to deal with confidential information. (E)
· Team‐player, who is flexible to take on any task assigned. (E)
· Excellent command over written and spoken English. (E)
· Must be able to prioritise and plan work activities to use time efficiently. (E)
· Must be organised, accurate, thorough, and able to monitor work for quality. (E)
· Ability to deal with callers and visitors in a calm and courteous manner at all times. (E)
· High degree of initiative and forward planning. (E)
· Ability to establish and maintain first class working relationships with senior members of staff both internally and externally. (E)
· Approachable and empathetic. (E)
· Open minded and positive. (E)
· Committed and resilient. (E)
· Ability to work under pressure. (E)
· Highly organised with an eye for detail. (E)
· Adept in the use of Microsoft and Google applications and databases. (D)

Personal Behaviours 
· Resilient and positive; willing to go the extra mile in the bustling life of a school 
· Ability to identify problems and bring creative solutions 
· An outstanding communicator who is dynamic and innovative 
· Flexible and adaptable, with energy, stamina and enthusiasm 
· Be loyal and discreet 					
· Sensitive, caring and responsive to the needs of young people 
· Empathetic, with excellent listening skills 
· Kind and inclusive 
· Strives for the highest standards at all times 	
	
Ethos and School Values 
· Committed to operating as an integral part of the school community 
· Committed to Doha College’s Values, our Vision and Mission
· Possess the desire to get involved in all significant aspects of Doha College school life 
· Ability to remain positive, professional, enthusiastic and maintain a sense of humour when working under pressure 
· A thirst for knowledge, to develop and improve your subject expertise and teaching skills 
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