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[bookmark: _Hlk81911977]EXECUTIVE TEAM ADMINISTRATOR
JOB DESCRIPTION

Post Title: Executive Team Administrator

Reports to: Executive Assistant to CEO

[bookmark: _GoBack]Post Grade: Scale 5 S12-S16

Line Management Responsibility: Executive Assistant to the CEO, COO
 

Job Purposes

· To provide administrative support to the Executive team and Executive Assistant 
· Responsible for the presentation, production and upkeep of policy/Academy documents across Whitefield Academy Trust
· Responsible for maintaining the Trust Website and the intranet as well as other social media
· To work closely with the Executive Assistant to organise staff training and maintain training records


Specific Duties  

Main Responsibilities
· Providing a high quality, professional service to the Executive Team under the authority of the Executive Assistant to the CEO
· Be responsible for the presentation, production and upkeep of policy/Academy documents across Whitefield Academy Trust
· Be responsible for the Whitefield Academy Trust social media including the website and Twitter entries and the editing of the website taking instructions from senior management and deputies. 
· Working in liaison with other staff and providing accurate and effective distribution of messages/information.
· To work largely on his/her own initiative and with the minimum of supervision in determining priorities within legal and procedural constraints and guidelines, reporting any problems, deficits and/or difficulties to the Executive Assistant of the CEO.
· At all times to respect both the confidential nature of the work and the rights of all individuals at Whitefield Academy Trust.

Executive Team Administration
· Undertake duties required to ensure the smooth running of the offices of the CEO, COO
· Handle requests and queries appropriately.
· Make travel arrangements when required.
· Prepare meeting rooms including catering when necessary. Greet and host visitors when required.
· Take minutes at meetings when required.
· Format reports, presentations and briefs ensuring they are prepared to a high standard of presentation and are ready to be distributed as required.
· Compile regular school information such as calendars and rotas liaising with relevant internal and external contacts.
· Monitor the school email boxes and distribute emails to the appropriate staff.
· Develop and carry out efficient documentation and filing, handling CEO, COO requests and queries appropriately.
· Assist in the arrangement of staff events and other school events.
· Responsibility for editing, formatting and “academising” Whitefield Academy Trust policies and other Academy documents in the official house style in liaison with the Principal. Ensuring that all documents are produced at the highest standard of accuracy and efficiency. 
· Provide accurate knowledge and information to staff about policy documents and ensuring that all staff have access to the most current documentation; being the port of call for all Academy policy related enquires. 
· Enter and edit details on the Academy website as instructed from senior management as instructed by senior management and deputies.
· Insert Twitter entries to the Academy Twitter account as instructed by senior management.
· Manage all other social media developments such as LinkedIn on behalf of the Academy as well as PR and marketing campaigns.
· Make updates to the Whitefield Schools intranet site.
· Provide an efficient administrative service to the executive team, and support the CEO and COO with Trust projects.


Training Administration 
· To attend CPD committee training meeting, note and disseminate actions
· To liaise with training facilitators under the instruction of the Vice Principal to agree the content and dates of training session, to create and share training links
· To share training relevant information with staff 
· To liaise with external training providers as appropriate
· To keep accurate records of all staff training and maintain an up to date training data base.  Centralise the information for the Senior Leaders. Be ready to share this information promptly.
· Book external courses for staff as required
· Attend weekly meetings with the CEO and COO








PERSON SPECIFICATION


	Job Title:	Executive Team Administrator

Department:	Administration

	
	ESSENTIAL
	DESIRABLE

	Experience and knowledge
	
	

	Experience of working in a busy office
	
	              x

	Experience of PR, marketing and communications
	              X
	

	Experience of working on projects
	              X
	

	Taking minutes
	            x                               
	

	Experiencing of using databases
	
	             x

	Skills and abilities
	
	

	Ability to communicate effectively with senior members of the Trust
	          X
	

	Ability to contribute to the planning and development of policy
	          X
	

	Proficient in Microsoft word and Excel
	          X
	

	Clear enunciation and telephone presentation
	          X
	

	Ability to identify, analyse and organise information-
	          X
	

	Ability to work on own initiative
	          X
	

	Ability to liaise with external agencies
	
	          X

	Ability to support development and promote a high-quality service
	          X
	

	Ability to maintain an information database/website
	          X
	

	Ability to display material and select/distribute information
	          X
	

	Ability to organise environment effectively and provide refreshments when required
	          X
	

	Ability to work under pressure
	          X
	

	Flexible and adaptable
	          X
	

	Ability to work as part of a team
	          X
	

	Self-management skills
	          X
	

	Ability to maintain confidentiality
	          X
	

	Willing to undertake appropriate training as required
	          X
	






	Qualifications
	
	

	GCSE Maths and English
	x
	

	Other requirements


	
	

	


· An absolute commitment to all aspects of safeguarding. A commitment to achieving the best possible opportunities for children and young people with SEN
· An absolute commitment to promoting Equality, Diversity and Inclusion
· Responding to pupils in line with the Trust’s Positive behaviour support (PBS) ethos



	
	





Attitudes 
· An absolute commitment to all aspects of safeguarding. A commitment to achieving the best possible opportunities for children and young people with SEN
· An absolute commitment to promoting Equality, Diversity and Inclusion
· Responding to pupils in line with the Trust’s Positive behavior support (PBS) ethos
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