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Job Description
Job Title:


Personal Assistant

Responsible To:

Vice Principal: Academic Services and Vice Principal: 




Operational Services
Job Purpose:
To provide a personal assistant service to the Vice Principal: Academic Services and Vice Principal: Operational Services
Principal Responsibilities
1. To operate administrative procedures and systems to ensure the efficient running of the Vice Principals’ work schedule;

2. To act as the first point of contact for all queries to the Vice Principals’ office, prioritising and flagging urgent communications, dealing with tasks and delegating where necessary;

3. To co-ordinate the day to day running of the Vice Principals’ office;

4. To provide briefing papers and information to ensure the Vice Principals are well prepared for internal and external meetings;

5. To provide accurate and professional administrative and secretarial support to the Vice Principals;

6. To produce high quality documents, reports, statistical data etc using a range of computer software;

7. To set up and maintain appropriate filing systems and records;

8. To organise and attend both internal and external meetings and record minutes of meetings as required;

9. To liaise effectively with external and internal agencies;

10. To ensure effective communication of cross-college information to all relevant sections of the College as appropriate.
College Responsibilities 

11. To actively promote the Diversity agenda within the College;
12. To promote and ensure safe working practices in line with Health and Safety requirements;

13. To play an active role in Quality;

14. To contribute to and represent the overall visions and values of the College;
15. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
16. To adhere to all College policies and procedures;
17. To undertake professional development as required; and
18. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Managers and the Human Resource Manager which may lead to revisions in light of the operational requirements of the College.
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