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Job Description		
 	 
Job Title:		PA to the Executive Principal and SMT

Reports To:	Executive Principal 

Hours:	29 hours per week, term‑time only plus three additional working weeks, equivalent to 0.7118.

Salary:	Full time: £34,489. Pro-rata, £24,549

Closing date:	Sunday 17 May 2026 

Interviews will be held on Thursday 21 May 2026.

Purpose
To provide high quality and efficient administrative support to the Executive Principal and Executive team 

Main duties and responsibilities
 
· Provide high level, comprehensive secretarial and administrative support to the Executive Principal and Executive, members of the wider Senior Management Team and College Managers/College functions
· To provide full support to the Executive Principal and Executive in relation to Senior Management Team meetings, Committees or other meetings as required. Support to include:
· Compiling and distributing draft agendas
· Collating, formatting and checking reports
· Ensuring reports are submitted and circulated in good time
· Liaise with additional attendees over ad hoc attendance at meetings
· Facilitating on-line/remote meetings using applicable online applications
· Preparation prior to the meeting, e.g. presentations, layout of room, booking of venues when required, with associated arrangements
· Taking the notes of the meetings, and subsequent distribution for approval
· Preparing action logs from the notes and ensure they are kept up to date
· Deputise at any College or Governor meetings in note taking as required. 
· Develop and oversee the RNC policies and procedures review process, ensuring compliance, updating and dissemination of information
· Act as the first point of contact for all external communications with the Executive Principal and Executive as required, developing positive relationships with key stakeholders and organisations
· Effectively manage the Executive Principal and Executives’ diaries, giving appropriate weight to priority issues and workload pressures 
· Ensure deadlines are carefully monitored and met, both in terms of responses required of the Executive Principal and Executive, and of staff and external contacts
· Facilitate and track the Executive Principal’s and Executive’s requests for information, and where required collate, present or distribute information, undertaking research where necessary
· Lead a small administrative resource and ensure all administrative tasks are completed to efficiently and to a high standard
· Screen and respond to routine phone calls and manage scheduled and unannounced visitors
· Deal with and prioritise correspondence, drafting responses or redirecting to other appropriate staff 
· Organise all meetings, presentations, events, training and travel for the Executive Principal and Executive including materials, agendas, minutes, facilities and catering 
· Undertake discrete projects as required to support the work of the Executive Principal and Senior Management Team, and to progress RNC’s overall strategy
· Assist in the provision of information to Governors in relation to meetings, minutes, reports and policies
· Establish and maintain effective, easy-to-use electronic and paper-based files, records and archives

RNC is an equal opportunities employer welcoming applications from all sections of the community. We are committed to safeguarding and all successful applicants will be subject to an enhanced DBS (Disclosure and Barring Service) check. 
Eligibility to work in the UK is required.

Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 
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PERSON SPECIFICATION – PA to the Executive
[bookmark: _Hlk30407888]Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience.
	ATTRIBUTES
	MINIMUM/ESSENTIAL
	DESIRABLE 

	Experience
	· At least three years relevant experience in a senior administrative role
· Providing a high level of administrative support within a multi-disciplinary team
· Dealing with a wide range of stakeholders including members of the public
· Working with confidential or sensitive information
	· Dealing with local or central government agencies
· Experience of working in an education setting
· Experience of working with people with disabilities, particularly visual impairments
· Experience of line management

	Knowledge/skills
	· Excellent keyboard & telephone switchboard skills.
· Excellent working knowledge of Microsoft Office and a high level of ICT capability 
· Able to speed/touch type
· Excellent interpersonal, verbal, written communication and organisational skills
· Able to plan workloads and manage competing priorities
· Accurate and effective minute taker
· Able to communicate with a wide range of stakeholders
· Able to meet tight deadlines, work under pressure and use own initiative to complete tasks. 
· Good time management/excellent attention to detail
· Awareness of health & safety practices and guidelines
· Knowledge of appropriate management and supervisory skills
	· Working knowledge of alternative media formats.
· Shorthand note taking skills 

	Qualifications and training
	· Minimum Level 4 Qualification and evidence of training in management (Leadership & Administration)
· GCSE in English & Maths Grade C or above, or equivalent.

	· Evidence of professional updating
· Working knowledge of alternative media formats
· NVQ Level 3 in Business Administration or equivalent

	Aptitudes and abilities
	· Motivation and influencing skills
· Good leadership skills
· Able to maintain focus in an environment with many interruptions
· Maintain confidentiality of all work undertaken
· Excellent communicator
· Able to handle sensitive situations with tact, diplomacy and professionalism
· High level of accuracy & attention to detail
· Able to work independently and as part of a busy team 
	· Open willingness to be involved in activities across the College

	Disposition, attitude and motivation
	· Able to deal confidently with unexpected issues in a solutions-focused way
· Calm disposition, especially under pressure
· Discreet and flexible
· ‘Self-motivated, with a ‘can do’ approach 
· Understanding of safeguarding for our students and a commitment to safe practice
· Commitment to equality and diversity and its active promotion
	

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed
· Eligibility to work in the UK
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