PERSONAL ASSISTANT TO THE
EXECUTIVE PRINCIPAL (CEO) &
OFFICE MANAGER
INFORMATION PACK
Central RSA Academies Trust
Social Justice Through Exceptional Schools

INTERESTED IN
WORKING AS PART OF
AN ORGANISATION
WITH A POWERFUL
VISION AND STRONG
VALUES?
We are a group of schools with a strong and powerful relationship with
The Royal Society for the Encouragement of Arts, Manufactures and
Commerce (The RSA).
The RSA has a strong history of supporting educational innovation, thinking
and approaches, going back as far as the Nineteenth Century.
Today the Central RSA Academies Trust (CRSAAT) work together as a
group of schools, working closely with the RSA, to ensure the best possible
educational outcomes for young people in our schools. We aim to ensure
excellent test and examination results for our students, and ensure they are
fully prepared for a happy and fulfilling life.

WE BELIEVE IN BEST!
Working together as part of the RSA Family of Academies, our exceptional schools create
learning that is inspirational for all: igniting imagination and enabling creativity and curiosity
which result in the highest achievement. People are valued and happy, developing the skills and
networks for success and fulfilment.
In our powerful communities, everything is possible, and aspirations are high.

Our Objectives:
Outstanding professionals
Innovative systems enabling creative schools
Strong communities and partnerships
Exceptional learners
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THE HISTORY OF THE CRSAAT
2012

The Trust is founded by Arrow Vale RSA Academy

2013

Ipsley CE RSA Academy joined the Trust

2014

Arrow Vale RSA Academy achieve ‘Outstanding’ by Ofsted

2015

Arrow Vale RSA Academy becomes a National Teaching School

2016

Church Hill Middle RSA Academy & Abbeywood First RSA Academy join the Trust
Ipsley CE RSA Academy Achieves ‘Outstanding’ SIAMS inspection

2017

CRSAAT becomes the accounting body for the RSA Academies Teaching School Alliance (TSA)
RSA Academy Tipton joins the Trust
The Trust is renamed Central RSA Academies Trust & central office in Birmingham opened

2018

Abbeywood First RSA Academy becomes a Teaching School

2019

Sutton Park Primary RSA Academy joins the MAT

TRUST IN NUMBERS
500 Staff
6 Academies
3200 Pupils
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THE ROLE
Personal Assistant to the Executive Principal (CEO) & Office Manager
Salary: £21,000 - £24,000, or higher for an exceptional candidate
Type: Full Time, some weekend and evening hours for events as and when required recognised as
time in lieu

JOB PURPOSE
The primary role of the PA is to free the Executive Principal’s time from organisational and
administrative tasks so that they can focus on strategic priorities. To offer full administrative support
to the Executive Principal and manage the office environment at the Central RSA Academies Trust
Central Office.
Context:
Working together as part of the RSA Family of Academies, our exceptional schools create learning
that is inspirational for all: igniting imagination and enabling creativity and curiosity which result in the
highest achievement. People are valued and happy, developing the skills and networks for success
and fulfilment.
The Trust is committed to deliver on the following strategic objectives so this role will be a key part
of that delivery:
Outstanding Professionals
• Developing workforce expertise (SO 1.3)
• Employee engagement (SO 1.5)
Innovative Systems Enabling Creative Schools
• MAT growth (SO 2.1)
• Central services (SO 2.4)
• Creative environments (SO 2.5)
Strong Communities & Partnerships
• RSA & RSAA family of academies (SO 3.1)
• Local, national & international links (SO 3.4)
Exceptional Learners
• Exceptional outcomes (SO 4.6)
In order to achieve our objectives, we will be embarking on new projects to
deliver and embed new business systems, processes and ways of working to
improve our efficiency and to make progress towards becoming a high performing
organisation. This includes a comprehensive overhaul of existing IT systems and
business processes. We are also committed to our talent management strategy,
‘Let’s Talk People’.
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MAIN DUTIES
Personal Assistant to the Executive Principal (CEO)
•
•
•

•
•
•
•
•
•
•

Manage, coordinate and maintain the Executive Principal’s diary; managing their time effectively
Responsible for organising the Executive Principal travel and logistics including hotel
accommodation, meeting schedules while travelling and completing expenses
Secretarial support for meetings as and when required by the Executive Principal, including
drafting and circulating meeting agendas, preparing minutes, communicating meeting reminders,
confirming venues and arranging refreshments. Writing and distributing comprehensive
minutes and action points to all members post meeting
Provide support to Academy Principal’s as an when required
Monitor and respond to incoming communications (including complaints) to the Executive
Principals office including phone calls and emails ensuring correct department distribution
Production and distribution of confidential and sensitive documents as required by the
Executive Principal
Drafting and writing high quality reports and presentations, as required by the Executive
Principal
Collation and coordination of Trust publications and documents as required
Arrange and diarise performance appraisals of the Executive Principal’s direct reports and
distribute comprehensive minutes and action points post meeting
Communicating important updates and information to Academies / Central Office as required.
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Responsibilities – Office Manager:
•
•
•
•
•
•
•

•
•
•
•

Structure the Trust-wide central calendar of events
Arrange Central Office and Senior leadership events. Work closely with HR and Central
Office staff to ensure that office policies and procedures are adhered to
Organising both internal and external events and conferences and attend networking and
education led events to grow and enhance the Trusts reputation
Manage cover for the Central Office during holiday periods ensuring appropriate cover at all
times
Accountable for the Induction of new Central Office employees; ensuring IT access and
equipment is ready, arranging car park passes for Senior staff, and inducting new staff in Trust
policies
Work with HR and Central Teams to produce recruitment packs and advertise roles when
required
Managing the Central Office health, safety and security:
• Ensuring first aider’s training is valid and up to date
• Fire wardens in place
• Responsible for Fire drill in the office
• Office Keys and distribution
• Allocation of car park spaces for senior management
Manage the office environment and overseeing general maintenance of the office; with the
support of the COO
Manage applicable Central Office budget lines, including office expenses, supplies, stationery,
events.
Raising purchase orders and standing orders when required and balance charge card receipts
with statements and send to Finance team
Ensuring office lease agreements are in place and renewed, and payment raised in a timely
manner with accounts department
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REQUIRED SKILLS/KNOWLEDGE
Education:
• Educated to a high standard essential
• Experience: Recent experience as a Personal Assistant in a similar role desirable
Competencies:
• Organisational, planning and multi-tasking skills
• Communication skills
• Information gathering and information monitoring skills
• Problem analysis and problem-solving skills
• Judgment and decision-making ability
• Initiative
• Professionalism and confidentiality
• Attention to detail and accuracy
• Flexibility
Essential Attributes:
• A calm character able to prioritise and ensure smooth execution of tasks
• Strong written and verbal communication skills
• Strong attention to detail and accuracy
• Maintain high levels of professionalism in a style commensurate with our values
• Well organized with an understanding of priorities and changing demands
• Expert user of all Microsoft Office programmes and experience of info graphics, Adobe Design
Suite etc. an advantage
• Ability to travel and own car essential

RSA COMMITMENT (OUR SPONSOR)
As part of the evolving journey of RSA Academies and our relationship with our schools and the
communities they serve, we have been exploring our ‘distinctiveness’ and asking, ‘what makes an
RSA school?’
As a considered response to this the RSA have created three school-wide ‘commitments’ that
relates to the arts, creativity and cultural education and to the world beyond school. Here they are:

Arts, Creativity and Cultural Education Commitment
Preparing for the World Beyond School Commitment
Inclusion, Mental Health and Well Being
They have been developed by the RSA Academies team, in close consultation with the RSA
Academies Board and the Chairs of Governors and Principals of all the RSA schools. As such, they
are a commitment that everyone has signed up to and has a part to play in making happen.They are
a journey however, and each school is at a different starting point with ideas and activities to share as
well as areas to learn. The RSA’s role is in supporting and providing opportunities for the schools to
do this, whether through our ‘resource packs’, connections with RSA Fellows or wider local, national
or international networks.
The commitments are about the culture of the school fundamentally, and their sense of place in local
community as well as ways to work with other schools in the RSA Family of Academies – in short
about the opportunities open to the children and staff.
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HOW TO APPLY
For a private and confidential discussion about this exciting post please contact
the Central Office on 0121 270 3117 or email info@centralrsaacademies.co.uk to arrange
a telephone conversation with the CFO.
We also encourage applicants to visit all our Academy websites as well as our Trust
website: www.centralrsaacademies.co.uk.
If you wish to organise a visit in person please call Fiona Thompson on 0121 270 3117
To apply, please complete the application form and email it to us with an up to date CV
Closing date 12 noon Monday 15th July
Central RSA Academies Trust is committed to safeguarding and promoting the welfare of children
and young people and expects all staff and volunteers to share this commitment. This post will be
subject to an enhanced DBS clearance.
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WWW.CENTRALRSAACADEMIESTRUST.CO.UK
INFO@CENTRALRSAACADEMIES.CO.UK
B.06 ASSAY STUDIOS | 141 NEWHALL STREET
BIRMINGHAM | B3 1SF | 0121 270 3117

