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Job Description
	Role
	Administrative Assistant 37 hours a week TTO plus 4 weeks (M, Tu, Thur METadmin & Weds & Fri MEI)
	School/Department
	Maiden Erlegh Trust Central Services

	Grade
	Grade 3
	Reports to
	Executive Assistant

	Job evaluation code
	CEN
	Date of evaluation
	August 2023

	Purpose
	To provide efficient and effective support to the Marketing and Executive Assistant Team, Maiden Erlegh Institute and to relevant stakeholders (Central Services and Maiden Erlegh Trust Schools).

	Scope
	Main contacts:
	Staff responsibilities:
	Financial accountability:

	
	Main contacts:
Staff and outside agencies
	Staff responsibilities:
None
	Financial accountability:
None


	Main duties and responsibilities
	Role to consist of 2 days support MEI and remaining time working with the MET Marketing and 

Marketing and Admin 

· Act as the main call handler for the main MET phone line
· Management of METadmin email account
· To ensure all written documentation, examples, including letters, reports, presentation etc are formatted correctly in line with Maiden Erlegh Trust branding guidelines
· To ensure that all Maiden Erlegh Trust policies are correctly formatted in line with branding guidelines.
· To support the Marketing and Executive Admin team in the preparation and dissemination of a wide range of written documentation and communications
· To proof-read all documentation prior to publication
· To make regular updates tot the Maiden Erlegh Trust website and IntraMet as requested by leadership
· Assist with social media and website content through maintaining the social media calendar
· Assist with website compliance checks
· Attendance of promotional functions and events as required with prior agreement
· Support with the co-ordination of Trust meetings and events including annual conference

Maiden Erlegh Institute

· Provide administrative support to the Director of MEI and MEI Manager
· Support with the coordination and running of the MEI course programme


Any other duties that reasonably fall within the purview of the post, which may be allocated after consultation with the postholder.



	Other requirements and responsibilities
	Level of DBS required: Enhanced with Children’s Barring List


	Structure chart
	
Administrative Assistant
Executive Assistant




















Person Specification
	Role
	Administrative Assistant
	School/Department
	Maiden Erlegh Trust Central Services

	Grade
	Grade 3
	Job evaluation code
	CEN

	Qualifications, training and education
	· To be educated to at least GCSE level (or equivalent), with passes in English and Maths

	Experience
	· Previous experience in a customer facing/admin role
· Excellent working knowledge of Microsoft Office
· Working knowledge of social media platforms (Twitter, Instagram, Linkedin, etc)

	Skills and abilities
	· Excellent interpersonal and communication skills at all levels, written and verbal, with colleagues and outside agencies
· An excellent command of the English language, both written and verbal
· Demonstrable proficiency in all Microsoft Office applications, with knowledge of the full Office 365 functionality advantageous
· Excellent organisational and planning skills, able to manage own time, prioritise and meet deadlines.
· Reliability
· Tact, sensitivity, and diplomacy
· Confidentiality
· Able to contribute and work effectively as part of a team
· Pro-active, flexible and adaptable
· Exceptional attention to detail
· Able to show initiative and work independently as required
· A willingness to learn and develop personal skills
· A sense of responsibility and ownership
· Able to problem solve
· To be a team player, supporting other functions within Central Services as required from time to time


	Requirements specific to the role
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.  




The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.

	Signed:
Post holder
	

	Date:
	



Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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