[image: C:\Users\LesleySale\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\FFAF579A.tmp]
www.celtrust.org
EXECUTIVE ASSISTANT
Job Description & Person Specification


Job Description

	Purpose of the Post:
	To be responsible for the provision of a high-level, effective and efficient, confidential and personal secretarial and administrative support service to the Executive Leadership Team (ELT) to ensure the efficient running of Cornwall Education Learning Trust (CELT. To make a fundamental contribution to facilitating the effective communications and operations of the Trust between Headteachers, Board of Trustees, Member and Core Services Teams on behalf of the ELT.

	Reporting to:
	Executive Leadership Team

	Responsible for:
	Not applicable

	Key Contacts:
	Internal: Trust Lead, ELT, Headteachers, Board of Trustees/Members, Core Services Teams, CELT stakeholders Inc. Trust staff, CELT pupils, parents and carers 
External: Other Trusts/schools/academies/colleges, suppliers of goods and services, parents/carers, visitors to the Trust and other stakeholders.

	Location:
	Based in Newquay with requirement to travel and work across the Trust.

	Salary Grade:
	Grade I-J

	Hours:
	37 hours per week 
A flexible approach to working hours is required.



Principal Responsibilities:

· To provide and organise an efficient, professional and confidential secretarial and administrative service to the ELT including word processing of correspondence, reports, publications, presentations and other documents as required.

· To be responsible for ensuring a high standard of quality and accuracy in all documents produced for the ELT.

· To be responsible for organising and maintaining the ELT’s diaries including arranging appointments, itineraries, scheduling travel and accommodation bookings and co-ordinating meetings and events.

· To manage communications with Board of Trustees, Members and other relevant contacts and officers on behalf of the ELT.

· Ensure that success and celebration at Trust and Academy level is communicated – both internally within the Trust, and as externally as appropriate. 

· Monitor and produce content for all Trust Social Media Platforms

· To respond to comments, queries and concerns on behalf of the ELT including prioritising issues, investigating queries and complaints raised by parents/carers, external agencies, staff and students/pupils, preparing responses and resolving problems where appropriate.
· To maintain a log of complaints received under the Complaints Policy and to ensure responses are given within deadlines.

· To sort, distribute and administer incoming and outgoing mail within relevant timescales and deadlines.

· To draft correspondence on behalf of the ELT.

· To welcome visitors, ensuring signing-in procedures are followed, and to receive and prioritise incoming telephone calls and deal with them appropriately, taking messages as required.

· To meet with the ELT as soon as practicable each working day to deal with and follow-up on internal and external communications and correspondence and to prepare responses, etc within relevant timescales and deadlines.

· To organise all arrangements for meetings, including venues, room bookings and hospitality, as required.

· Ability to research and draft briefings in preparation for meetings.
· To arrange and attend leadership meetings, to prepare and circulate the relevant agendas and papers, to organise venues, room bookings and hospitality and to take minutes as required. including indicating any agreed action points as requested.

· To liaise with, and support, the Governance Officer as necessary to deal with and follow-up on internal and external communications and correspondence and to prepare responses on behalf of the Board of Trustees/Members, within relevant timescales and deadlines, as required.

· To work effectively with the ELT and Governance Officer before meetings of the Trust Committees to prepare agenda items which take account of DfE issues, governance requirements, policies, school improvement and operational issues.

· Liaise with and support the Governance Officer with arrangements for meetings, including venues, room bookings and hospitality, as required.

· To support the ELT and others to produce papers and reports on time.

· To record all decisions accurately and objectively with timescales for action.

· To maintain accurate and comprehensive confidential electronic and paper filing and record keeping systems personal to the ELT. 

· To support the ELT in ensuring that all data and management information systems remain secure and up-to-date and that all information retained meets both the Data Protection legislative requirements and internal policies.  

· To compile management information reports for the ELT as and when required.

· To assist with the preparation and collation of paperwork and data for Ofsted inspections, and other Trust documents and reports prepared by the ELT and Board of Trustees/Members.

· To maintain an accurate and current list of Trust policies, including maintaining a log of review dates and ensuring reviews are completed by the relevant dates.

· To undertake checks of school websites to ensure compliance.

· To assist with the organisation of Trust events and to contribute to the planning and organisation of marketing and promotional activities and timely communication about such events.

· To liaise with outside agencies on behalf of the ELT, as directed. 

· To take notes at meetings and prepare minutes, including indicating any agreed action points as requested.

· To undertake tasks that enable the ELT to remain focused on strategic objectives.

General Responsibilities applicable to all staff:

· To demonstrate and promote the values of Cornwall Education Learning Trust at all times.

· [bookmark: _Hlk54183036]To work effectively with other members of staff to meet the needs of all pupils.

· To work with professionalism in line with the Trust's Code of Conduct.

· To attend staff meetings and Trust-based INSET as required.

· To be responsible for his/her own self-development on a continuous basis, undertaking any training/professional development as appropriate.

· To be aware of and adhere to all applicable Trust policies and procedures. 

· To maintain at all times the utmost confidentiality with regard to all reports, records, personal data relating to staff and pupils and other information of a sensitive or confidential nature acquired in the course of undertaking duties for the Trust, with due regard to General Data Protection Regulations.




Note:
· This Job Description is illustrative of the general nature and level of responsibility of the work to be undertaken commensurate with the grade.  It is not a comprehensive list of all the responsibilities, duties and tasks relating to the post.
· The postholder may be required to undertake such work as may be determined by the ELT from time to time, up to or at a level consistent with the main responsibilities of the job.
· This Job Description may be amended at any time in consultation with the postholder.

SPECIAL CONDITIONS OF EMPLOYMENT
Cornwall Education Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  The postholder is required to follow all of the Trust’s policies and procedures in relation to safeguarding at all times, and to adhere to the statutory guidance ‘Keeping Children Safe in Education’.  The postholder must take appropriate action in the event that they have concerns, or are made aware of the concerns of others, regarding the safety or wellbeing of children or young people.
All offers of employment are conditional and subject to an Enhanced DBS check and, where applicable, a prohibition from teaching check will be completed for all applicants.

Person Specification
	Selection Criteria
	Essential
	Desirable
	How Assessed

	Education and
Training
	· Attainment of GCSE Grade C or above in English and Mathematics or equivalent (educated to Level 2 standard)
	· Attainment of Level 3 qualifications or equivalent (eg A-Levels, AVCE).
· Completion of the National Training Programme for Clerks or equivalent.
	Application form

	Skills and Experience 



	· Substantial practical experience of working within a busy and confidential office environment 
· Proven experience of delivering a Personal Assistant service to senior leaders/directors, including managing diaries and email inboxes on behalf of others.
· Experience of supporting and servicing formal board or committee meetings, including taking minutes at meetings and producing and collating board packs and papers.
· Good standard of practical knowledge, skills and experience of secretarial work and an understanding of administrative systems and processes.
· Experience of making appropriate arrangements for meetings and scheduling travel and accommodation bookings;
· Experience of drafting correspondence and co-ordinating reports;
· An excellent working knowledge of Microsoft Office IT packages and practical experience of word processing, email and other office electronic applications.
	· Experience of working within a school/college environment.
· Experience of SIMS.
· Experience of co-ordinating School Governor services.
· Supervisory skills.

	Application form/
Interview/
References

	Specialist Knowledge
	· Good IT, typing and word processing skills.
· Good literacy and numeracy skills.
· Excellent organisational skills and ability to prioritise work and manage time effectively.
· Proven success of completing tasks to tight deadlines and working without supervision.
· Confident communicator (oral and written) with strong interpersonal skills and the ability to relate to people at all levels.
· Able to maintain a calm and professional manner at all times.
· A methodical approach to work and a strong focus on accuracy.
· Demonstrates an awareness, understanding and commitment to the protection and safeguarding of children and young people.
· Demonstrates an awareness, understanding and commitment to equality and inclusion.
	· Knowledge of electronic display and presentation formats.


	Application form/
[bookmark: _GoBack]Interview/
References

	Values Related Qualities 
	· Collaborate – ability to work effectively as a team
· Empower – ability to take initiative and problem solve in order to improve performance
· Leadership – To lead by example and achieve shared goals
· Transformation – ability to recognise a need for change and adapt accordingly
	CORNWALL EDUCATION LEARNING TRUST
Units 15 & 16 St Austell Business Park, Treverbyn Road, Carclaze, St Austell, Cornwall, PL25 4FD

	Application Form / Interview



image1.jpeg




image2.png
& - Comwall Education Leaming Tn X +

€ > C & celtrustorg





image3.jpeg




image4.png
& - Comwall Education Leaming Tn X +

€ > C & celtrustorg





image3.png
LEARNING TOGETHER
CORNWALL EDUCATION LEARNING TRUST




image5.png
Collaborate Lead Transform
|
|
L E





image7.png
Collaborate Lead Transform
|
|
L E





