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JOB DESCRIPTION

	Job Title:

           
PA to Principalship Team
Sector/Section:
           
Principalship
Grade: 


           
Scale 5
Directly responsible to:
PA to the Principal/Office Manager
Line management of:     
N/A



	PURPOSE OF JOB: 

	· To provide a high level of administrative and secretarial support to the Principalship Team, this includes the College Directors and the Clerk to the Board. To work as a part of a professional team offering comprehensive secretarial support to the Principal, Deputy Principal and Senior Managers (SMT). 
· To provide administrative support to the Clerk to the Board.


	MAIN RESPONSIBILITIES AND DUTIES:


	1) To effectively manage and maintain electronic diaries of the relevant senior managers including the co-ordination of all meetings and appointments. Planning itineraries and programmes to support the relevant senior managers  with their duties.
2) Proactive preparation of formatted agendas, papers, reports, and statistics from a number of sources including internal reports from other departments.
3) To examine and co-ordinate material for action arising from incoming mail.
4) To progress items on behalf of the senior management team including pro-active preparation of routine responses to correspondence.
5) Ensuring the relevant senior managers  are supplied with a ‘day file’ which includes supporting paperwork, agenda’s, actions / minutes from previous meetings, maps, invitations, train tickets, hotel confirmation etc.
6) Provide assistance to PA to the Principal/Office Manager and Clerk to the Board to ensure provision of high quality formatted documents, letters and reports for routine Governors committee meetings to strict deadlines.
7) To provide information to the senior management team in a visual format using PowerPoint presentations, spreadsheets and databases as a source of information, including setting up spreadsheets and databases for information, tracking and reporting purposes. 
8) To distribute relevant routine finance documents for authorisation and subsequent distribution to relevant recipients.
9) To book meeting rooms and ensure the provision of refreshments, necessary technology, seating arrangements and provide any associated paperwork.
10) To liaise with external organisations to organise travel, accommodation, meetings, conferences, seminars, event planning etc. including using the internet to book tickets for travel and accommodation.
11) To provide support to other members of the Senior Management Team as required and undertake such other duties as may be required by the SMT, commensurate with the grade and nature of the post and, in exceptional circumstances, elsewhere in the College.  
12) To undertake research as and when required using various sources including the internet.
13) To effectively maintain several systems within the Executive Secretariat e.g. incoming mail, deadline calendar, field trips, document log and various filing systems. Also to develop and modernise systems and services, which will enhance the support available for the SMT.
14) To work collaboratively with other members of the Secretariat to ensure the smooth running of the office and effective support of the SMT ensuring cover at all times during holidays and sickness absence.
15) To become fully appraised in issues and strategic matters in order to understand and support SMT in their duties.
16) To deal with telephone, e-mail and reception enquiries in a professional and courteous manner.
17) To undertake financial duties such as compiling purchase orders.
18) To minute various meetings and distribute and follow-up action as necessary.
19) Photocopying and collating.
20) To undertake such other duties commensurate with the duties and salary of this post, as may be required from time to time
21) To deputise for the PA to the Principal during absence or holidays.
22) In carrying out his/her duties the appointee must; 

· Comply with Health and Safety Regulations

· Be aware of the College statement on Health and Safety

· Be fully aware and comply with College policy on equal opportunities

· Be fully aware and comply with College policy on safeguarding young people and vulnerable adults.


	WORKING HOURS

	The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of 37 hours per week. The post holder may from time to time be required to work Saturday or a Sunday, in which case time off in lieu will be given during the normal working week. This post is full time 37 hours per week.

	TRAINING

	The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post-holder may therefore, at the discretion of management, be required to undertake training and development appropriate to present and future needs of the College.
All staff will be required to participate in an annual appraisal.

	PLACE OF WORK

	The principal place of work for this post will be Bolton College’s premises at Deane Road. However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provides services.

In the interests of Health & Safety, smoking is not permitted in Bolton College.

	PROBATIONARY PERIOD

	If the post holder is a new employee to the College, the first nine months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. The Board reserves the right to extend the probationary period, if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Board on giving written notice of one month.  The Board’s Disciplinary Procedure will not apply during the probationary period.

	APPRAISAL

	The post holder will be required to participate in a staff appraisal scheme approved by the Board.
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