[image: Purple letters on a black background

AI-generated content may be incorrect.]		


ROLE PROFILE

	Role
	PA to Vice Principal Telford 6th

	Vacancy Number
	VN0204/26

	Department
	Executive Team

	Reporting to
	Senior Executive Assistant & Office Manager

	Responsible for
	N/A

	Place of Work
	Telford 6th

	Tenure
	Permanent 

	Hours/FTE
	37 hours

	Salary
	£36,675

	Terms & Conditions
	Business Support

	DBS
	Enhanced


Our Vision 2026: “To be an outstanding educational provider for our community, ensuring that students achieve positive outcomes aligned to high aspirations, and through collaborative engagement, support employers to have the required skills to develop and grow their workforce.”

The Role

The purpose of this role is to:

· Provide pro-active, professional, confidential and comprehensive executive support to the Vice Principal Telford 6th, enabling the effective leadership and strategic management of Telford College’s Sixth Form provision. The postholder will act as a key liaison between the Vice Principal and internal and external stakeholders, ensuring the efficient coordination of priorities, communications, meetings and projects

· Provide strategic administrative and project support to the Vice Principal, assisting with planning, coordination and delivery of key Sixth Form priorities and improvement initiatives


Main Duties & Responsibilities

The successful applicant will be expected to:

· Act as a primary point of contact for the Vice Principal Telford 6th

· Manage a complex diary, prioritising meetings, events and deadlines


· Coordinate internal and external meetings, preparing agenda’s, reports, presentations and supporting documentation

· Support the Vice Principal in preparing documentation for Corporation Board, committee and senior leadership meetings

· Attend meetings as required, taking accurate minutes and maintaining records of decisions 

· Maintain action trackers arising from meetings and strategic projects, proactively monitoring progress and following up agreed actions with relevant stakeholders

· Monitor telephone calls, emails and correspondence, responding, prioritising and escalating appropriately

· Develop and maintain effective working relationships with students, parents/carers, staff, governors, employers, universities and external partners on behalf of the Vice Principal

· Coordinate communications and information flow across Sixth Form, Executive Team and wider College, ensuring stakeholders receive timely and accurate information

· Process expenses, purchase orders, travel arrangements and invoices for the Vice Principal Telford 6th

· Draft, proofread and format professional documents, presentations and correspondence

· Produce high-quality reports, briefing papers and presentations for internal and external audiences, ensuring accuracy, consistency and professionalism

· Manage confidential documents and sensitive strategic information with discretion

· Maintain filing systems in line with organisational procedures, ensuring version control and information governance compliance

· Support recruitment processes and onboarding activities for the directorate where required

· Draft and distribute communications on behalf of the Vice Principal

· Support the planning, coordination and delivery of strategic projects, improvement initiatives and key College events, monitoring progress, tracking actions and ensuring key deadlines are met

· Support the delivery of strategic projects, improvement initiatives and key college events

· Collate, analyse and present data, reports and management information to support decision making, performance monitoring and quality improvement

· Demonstrate a high level of professionalism, including the ability to maintain confidentiality and apply discretion, always acting as a representative of the Executive Team

Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practice.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.

This role profile is current as the date shown. It is liable to variation to reflect changes in the role.























Person Specification


EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination





	
	Essential
	Desirable
	Evidence

	1. Level 2 Qualification (GCSE A*-C or equivalent) in Maths and English
	✓
	
	A/C

	2. Level 5 Management/Business Administration qualification
	✓

	
	A/C

	3. Significant experience (within the last 3 years) of carrying out a personal administrator role at a senior executive level, within a busy office environment 
	✓
	
	A/I

	4. Relevant experience of communication with senior stakeholders within the education sector
	✓

	
	A/I

	5. Excellent organisational and prioritisation skills, with the ability to manage multiple competing demands effectively
	✓
	
	A/I

	6. Strong written and communication skills
	✓

	
	A/I

	7. Proven ability to act on own initiative, anticipating needs and resolving issues proactively with minimal supervision
	✓

	
	

	8. Strong attention to detail 
	✓

	
	A/I

	9. Strong interpersonal skills with the ability to build effective relationships with stakeholders at all levels
	✓

	
	A/I

	10. High level of discretion & confidentiality
	✓

	
	A/I

	11. Advanced IT skills, including proficiency in Microsoft Office (Outlook, Word, Excel, PowerPoint) and digital collaboration tools
	✓

	
	A/I

	12. Experience of diary management and inbox management at executive level
	✓

	
	A/I

	13. Experience of supporting meetings at a senior level, including preparing agendas, papers, and taking accurate minutes
	✓
	
	A/I

	14. Flexible and adaptive approach to work, with a willingness to respond to changing priorities
	✓
	
	A/I

	15. Understanding of data protection and information governance requirements
	✓

	
	






ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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