

Job Description
	Post:
	Directorate PA

	Accountable to:
	Executive Support Manager


Job Purpose   
As part of the Executive Support Team provide support to the College Executive Team and Senior Managers through a professional high quality secretarial and administrative service.

To provide PA support to agreed members of the Executive Team / Senior Management Team, ensuring efficient and effective levels of service at all times.
To be a first point of contact for a wide range of enquiries relating to the Executive office and to establish good working relations with key internal and external contacts.
Main Duties and Responsibilities
· To provide PA support to agreed members of the Executive and Senior Management team, ensuring high levels of accuracy and proficiency in Microsoft packages: word, excel, powerpoint.  Other tasks will include preparation of presentation materials as appropriate.
· To work closely with Executive Directors / Senior Managers across all aspects of their work to ensure a complete understanding of their workload to help them perform their role more effectively.
· To be responsible for managing and organising diaries.  This will involve prioritising appointments, taking the initiative where appropriate to arrange meetings to ensure the best use of time and raising instances where priorities conflict.  To ensure that the purpose of meetings and other appointments are always clearly stated.
· To manage your agreed Director / Senior Manager’s emails, responding on their behalf where appropriate and within a timely manner to ensure deadlines are met.
· To be responsible for the booking of accommodation, travel arrangements and claiming of expenses for your agreed Director / Senior Manager.
· To organise meetings which will involve co-ordinating diaries of a number to Executive Directors / Senior Managers from within and outside of the College.  This will include booking suitable venues, ordering refreshments, presentation aids etc.
· Arrange and service meetings, including hospitality and equipment, ensuring agendas and associated papers are distributed in a timely manner ahead of meetings.  Attend meetings as requested, producing accurate and appropriate minutes within defined timescales and disseminating information as necessary.
· Respond promptly to, and where possible anticipate, the business needs of the Executive Directors and Senior Managers.
· To maintain an efficient filing system, ensuring that electronic shared drives are well organised; with knowledge and application of General Data Protection Regulations (GDPR).
· To assist and provide cover for other members of the executive support team during busy periods, sickness absence and annual leave.
· To be responsible for delivery of time-bound projects relevant to the role / research on behalf of the manager relevant to the role.
· To demonstrate exemplary levels of communication and interpersonal skills in dealing with a wide range of College staff and external organisations.
· To act as the first point of contact on behalf of the relevant executive director / manager receiving their telephone calls, emails (if required) and personal callers, responding efficiently and promptly to queries, either personally; or by re-directing to the appropriate person / department; or taking a message, and ensuring that appropriate priority is given to urgent enquiries / matters.
· To be proactive and use initiative to deal with urgent, important and / or confidential matters that have been notified to the office.  To maintain a high degree of confidentiality and personal integrity, ensuring that clear communication and consultation with appropriate managers takes place for appropriate decisions and actions to be made as soon as possible.
· To deal effectively with confidential and sensitive issues, maintaining confidentiality at all times.
· To perform any other duties relevant to the post as reasonably requested from time to time.
· Contribute to the development of the executive support function, its processes and procedures, to ensure the service provision is the most efficient and highest quality possible.
· Act as first point of contact for all relevant communications to the Executive Team office, both internally and externally.  This will involve building and maintaining high quality, productive relationships and channels of communication, at senior level, with a range of stakeholders and partnership organisations.  This will also involve dealing with highly complex and highly sensitive information from a range of organisations and sources.
· Use initiative in determining the appropriate action to be taken when receiving complex queries and demonstrate understanding of the appropriate priority.
· Compile and prepare complex reports and presentations using word, excel and powerpoint in accordance with strict deadlines.
· Assist with projects (whether taking full responsibility in a whole project or part project) which support the Principal and Deputy Principal.
· Develop and maintain an effective filing system for documents using an electronic filing system to comply with the needs of the Executive office; with knowledge and application of General Data Protection Regulations (GDPR).
· Provide full meeting facilitation for committees / meetings specific to the Principal and Deputy Principal to ensure that they are fully briefed and have all the necessary documentation.  Attend meetings, taking and transcription of complex minutes or action notes for approval, ensuring that decisions are accurately recorded, referenced and future action is taken at appropriate level.
· Co-ordinate and offer hospitality to all guests and visitors to the Principal and Deputy Principal and others as appropriate.
· Plan for situations that are known and ensure work is re-prioritised to accommodate unexpected situations and interruptions.
· Respond to new demands in the role and build those responses into sustainable systems and processes.
· Organise workshops / events on behalf of the Executive Office including venue selection, catering, presentation equipment, drafting programmes on the day, event management.
· In a courteous and professional manner, respond positively and promptly to enquires and incoming calls.  Deal with routine enquiries relating to activities of the Executive office.  Take the appropriate course of action as necessary, liaising with others as appropriate.  Act with discretion at all times, redirecting queries where suitable.
· To undertake training appropriate to the current or future demands of the post.
Other Tasks

1. Comply with all College Policies & Procedures, keeping abreast of any changes and updating practice and/or systems to ensure continued compliance.

2. Ensure that all aspects of the College Financial Regulations are followed.

3. Contribute to and represent the overall vision and values of the College.
4. Ensure that all services are delivered in compliance with the Welsh Language Standards.
5. To flexibly respond to the needs of the business and to provide an effective service to our learners and other stakeholders.
Personal Development
In partnership with the College, take responsibility for personal development, including:

1.
Participating in an annual staff review and identifying development needs.

2.
Updating of professional, teaching and training skills and qualifications, through attending staff development opportunities, joining professional bodies and keeping informed of educational and professional initiatives.

Health & Safety 
All employees have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Staff are required to co-operate with management to enable the College to meet its own legal duties and to report any hazardous situations or defective equipment. 

General
This description is not intended to establish a total definition of the job, but an outline of the responsibilities you are expected to undertake.  From time to time you may be required to undertake any other duties commensurate with your level of responsibility.  

This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees’ job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  You will, therefore, be expected to participate in any discussions relating to Job Description change.
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Person Specification – Directorate PA 
In your application you are asked to address only those criteria labelled A. These will be used to shortlist applicants.  Criteria labelled I will be explored at interview and those labelled WRE in assessment centre activities. 

	Criteria
	Essential
	Desirable 
	Method

	Qualifications and Training:
	· 5 GCSE passes (grade A – C) including English & Maths or equivalent.

· Business Administration Qualification, such as NVQ Level 3 or Diploma or equivalent

· Good standard of competency in typing

· Minute taking skills
	
	A

A

A

A





	Knowledge & Experience:


	· Demonstrable experience in a PA role during which the post holder will have developed the following knowledge / experience:

· High proficiency in Microsoft outlook, work, excel, powerpoint, use of internet

· Sensitivity to confidential information

· Manage callers in person and on the phone to maximise time of the Executive Director / Senior Manager

· Ability to present data in a clear and understandable format

· Experience of taking formal minutes

· Experience of complex diary management


	
	A/WRE

A/I

A/I

A/I

A/I

A/I



	Skills & Abilities:
	· Proven record of planning, organisational and administration skills

· Decision making skills

· Good interpersonal and communication skills, able to establish effective working relations with a wide range of internal and external contacts

· Able to apply tact and sensitivity to establish trust and confidence

· Empathetic approach to managing and resolving enquiries

· Able to analyse problems and initiate appropriate solutions effectively

· Ability to work under pressure, whilst meeting deadlines 

· Exceptional planning skills (WRE) 

· Excellent proactive team player with the ability to collaborate with others

· Ability to autonomously prioritise and plan workload to meet deadlines, in a pressurised environment


	
	I


I


I

I

I

A/I

WRE

I

I

	Personal Attributes:


	· Diplomacy

· Commitment to excellent customer service (both internal and external)
· Approachable and assertive whilst maintaining tact and sensitivity
· Proactive and enthusiastic
· Calm and effective
· Team player
· Must have attention to detail (WRE)
· Professional and flexible approach and attitude
	
	I

I

I

I

I

I

WRE

I


	Special Requirements:


	· Able to work across College sites when needed

· Able to work outside of normal office hours on occasion eg. open evenings


	· Welsh Language Skills –Entry Level  (See detailed Language Level Descriptors attached) 

	I

I

A



A – Application Form

I – Interview
WRE – Work Related Exercise
SGRIFYDD LEFEL IAITH GYMRAEG

WELSH LANGUAGE LEVEL DESCRIPTORS

	Welsh Essential
	LEVELS
	Listening
	Speaking
	Writing
	Reading

	
	Level 4
Proficient
	Able to understand all conversations involving work
	Fluent – able to conduct a conversation and answer questions, for an extended period of time where necessary


	Skilled – able to complete complex written work without the need for revision
	Able to understand all material involving work

	
	Level 3
High
	Able to follow the majority of conversations involving work including group discussions
	Able to speak the language in the majority of situations using some English words
	Able to prepare the majority of written material related to the area, with some assistance in terms of revision


	Able to read the majority of material in own area

	
	Level 2
Intermediate
	Able to follow routine conversations involving work between fluent Welsh speakers


	Able to converse with someone else, with hesitancy, regarding routine work issues
	Able to draft routine text, with editing assistance
	Able to read routine material with a dictionary

	
	Level 1
Foundation
	Able to understand a basic social conversation in Welsh


	Able to answer simple enquiries involving work
	Able to answer simple correspondence with assistance
	Able to read basic material involving work (slowly) and understand text that consist mainly of high frequency everyday work related language



	Welsh Desirable
	Entry
	Able to understand basic enquiries in Welsh (“Ble mae…? Ga’ i siarad â…?”)
	Able to conduct a general conversation (greetings, names, sayings, place names)


	Able to write basic messages (“Diolch am dy help.”)
	Able to understand and read very short, simple texts

	
	None
	No Welsh language skills at all


	No Welsh language skills at all
	No Welsh language skills at all
	No Welsh language skills at all


DISGRIFYDD LEFEL IAITH GYMRAEG 

WELSH LANGUAGE LEVEL DESCRIPTORS

	Cymraeg Hanfodol
	LEFEL
	Gwrando
	Siarad
	Ysgrifennu
	Darllen 

	
	Lefel 4
Rhugl
	Gallu deall pob sgwrs yn ymwneud a’r gwaith 
	Rhugl – gallu cynnal sgwrs a gofyn cwestiynau, am gyfnod estynedig pan fod angen 


	Medrus – gallu cwblhau gwaith ysgrifenedig cymhleth heb angen adolygu
	Gallu deall deunyddiau yn ymwneud a’r gwaith 

	
	Lefel 3
Uchel
	Gallu dilyn y mwyafrif o sgyrsiau yn ymwneud a’r gwaith yn cynnwys trafodaethau grwp 
	Gallu siarad yr iaith yn y mwyafrif o sefyllfaoedd gan ddefnyddio rhai geiriau Saesneg 
	Gallu paratoi'r mwyafrif o waith ysgrifenedig yn ymwneud a’r maes, gyda pheth cymorth o ran adolygu 
	Gallu darllen y mwyafrif o ddeunyddiau yn fy maes 

	
	Lefel 2
Canolradd
	Gallu dilyn sgyrsiau arferol yn ymwneud a gwaith, rhwng siaradwyr Cymraeg rhugl  


	Gallu sgwrsio gyda rhywun arall am faterion gwaith arferol, ond yn petruso
	Gallu drafftio testun arferol, gyda chymorth golygu
	Gallu darllen deunyddiau arferol gyda geiriadur 

	
	Lefel 1

Sylfaen
	Gallu deall sgwrs gymdeithasol sylfaenol yn Gymraeg 


	Gallu ateb cwestiynau sylfaenol yn ymwneud a’r gwaith 
	Gallu ateb gohebiaeth gyda chymorth 
	Gallu darllen deunyddiau syml yn ymwneud a gwaith (yn araf) a gallu deall testun sy’n cynnwys iaith gwaith pob dydd yn bennaf 



	Cymraeg Dymunol
	Mynediad
	Gallu deall ymholiadau sylfaenol yn Gymraeg (“Ble mae…? Ga’ i siarad â…?”)
	Gallu cynnal sgwrs gyffredinol (cyfarchion, enwau, dywediadau, enwau llefydd) 


	Gallu ysgriffennu negeseuon sylfaenol (“Diolch am dy help.”)
	Gallu deall a darllen testunau byr, syml iawn 

	
	Dim
	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 
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