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JOB DESCRIPTION

Post 				Assistant Private Secretary

Responsible to:		Head of Private Office to Group CEO

Significant Internal 
Relationships:  		Group CEO
Group Executive Leadership Team.
				LSEC Senior Leadership Team
				LSEAT Senior Leadership Team

Salary and Terms:		SP22-25
				Salary Range: £32,149-£35,113 (plus out of hours allowance)
Permanent – full time

Site/Location: 		Bromley, Orpington and Hybrid
(expected to operate across all College and School sites)
Other				Driving Licence Essential
Flexible/Out of Hours Working
Use of Company Vehicle

Context 
The Group CEO leads the Elevare Civic Education Group which includes three divisions,  London South East Colleges, London South East Academies Trust and Elevare Education Foundation, ensuring the co-incidence of interest, strategic intent and purpose, community engagement and operational efficiencies of the Group are maintained, developed promoted and maximised. 
The Group CEO together with the Group Executive Leadership Team are accountable for developing and delivering on the Group’s Vision Mission and Values, with oversight of the Group Strategic Goals, Operating Plans and KPIs.  
The Group CEO enables and facilitates decision making and delegated authority to ensure the operations of the Elevare Organisations are agile dynamic and responsive to both internal and external stakeholders and the communities they serve. 
Acting as a highly confidential, professional and flexible assistant within the Private Office of the Group CEO, ensuring effective administrative support, office management, co-ordination of events, communication and execution of critical initiatives; requiring a high degree of professionalism, discretion, confidentiality, judgement and the ability to manage complex matters, provide practical and responsive support, be proactive, curious, positive and multi-task at pace across a changing programme of activity.

Role Purpose 

1. To work directly within the Group CEO’s Private Office, providing high quality personal assistant, administrative, logistical and practical executive support services.
2. To support the Head of Private Office with effective diary management, and organisation and prioritisation of meetings across the Elevare Group operations. 
3. To provide project management support and administration of events and visits for the Group CEO Private Office, including accompanying and, where required, driving the Group CEO to meetings, external engagements, high-profile visits and events, including the Group Annual Conferences, Annual Awards Ceremonies, Landmark Lectures and Strategic Elevare Group Events (e.g. Good For Me, CoSLP, etc).
4. To support the Group CEO and Group Executive Leadership Teams’ programme of activities ensuring that diary management is highly effective and prioritised to ensure the Group Executive Team can meet all strategic objectives and governance related matters and productivity is maximised at all times.
5. To be a member of the Group CEO Private Office Team, supporting improvements in processes and procedures, including flow of papers, management of diaries, organising events, travel bookings, accompanying the Group CEO to meetings and engagements, practical arrangements, meetings and wider business activities and communications.
6. To deputise for the Head of Private Office as appropriate to ensure seamless and balanced administrative support to the Group CEO, liaising on key issues with the Group Executive Team to ensure the Group CEO’s portfolio of activities can be delivered effectively and efficiently.
7. To work closely with the Group Administration Team, providing support, advice and guidance as appropriate on operational administration relating to diary management, meeting procedures and event management. 
Main duties and responsibilities
A. To support the delivery of communications from the Group Chief Executive’s Office across the Elevare Group both internally and externally.
B. To support and provide cover for the smooth and efficient running of the Group Chief Executive’s Office and administration resource across multiple sites.
C. To maintain high degrees of confidentiality exercising judgement and initiative in ensuring confidentiality of the business of the Group Chief Executive’s Office.
D. To support the Head of Private Office as the primary point of contact for all internal and external communications to and from the Group Chief Executive’s Private Office.
E. To support flexible event management and practical support for all events as directed and as part of the Group CEO Private Office Team, including preparation of papers and materials, travel and venue logistics, meeting room readiness, liaison with internal and external stakeholders, on-the-day support and follow-up actions.
F. To support the effective diary management, organisation and prioritisation of meetings across the Elevare Group and as part of the Group CEO Private Office Team, ensuring that travel time, preparation time, briefing requirements, follow-up actions and practical arrangements are proactively planned and managed.
G. To provide responsive, practical and confidential executive support to the Group CEO as required, including co-ordinating logistics, preparing documents and materials, supporting visitor arrangements, managing ad hoc business administration, assisting with travel-related matters, and ensuring that day-to-day operational requirements are anticipated and followed through.
H. To draft communications as directed on behalf of the Group CEO, ensuring clarity, accuracy, and alignment with organizational tone and co-ordinate with the communications team to manage the CEO's public engagements and media interactions.
I. To use social media applications and channels to support seamless and efficient communications as appropriate and as directed by the Group CEO. 
J. To foster a culture and behaviour that is representative of the Elevare ethos, mission vision and values, and to apply these principles of values to the day-to-day operations of the Group Chief Executive’s Office.
K. To establish and maintain professional relationships with key internal and external stakeholders across the FE and Academies Sectors and to support organisational coherence and assist in the development of ongoing relationships with partners, collaborators and key stakeholders.
L. To foster a strong and positive ethos and approach to customer service and support including a “can do” culture through digital processes and tools. Using Office 365 and tools to collaborate and streamline diary management, correspondence and communications and have a good understanding of AI and how to use effectively and ethically to support improved systems and processes. 
M. To maintain a good understanding and intelligence of the educational policy environment in which the Group CEO operates across Further and High Education and the Trust and maintained schools environments. 
N. To be proactive and curious and keep actively abreast of external policy and institutional information and opportunities that may affect the Group CEO and Group Organisations, communicating and providing summaries of education policy changes, local or national press coverage, and legislative developments
O. To support the organisation and delivery of high-profile visits and events with the Group CEO Private Office Team, working alongside members of the Group Executive Team to ensure high standards of customer service, preparation, travel logistics, arrival arrangements, briefing materials and follow-up for such visits.
P. To be proficient and highly skilled in technology and technical solutions to improve business operations and processes within the Group Chief Executive’s Office and the wider institution.
Q. To work with the Group Administration Team in the development of policies, procedures and processes, in particular with regard to meeting membership, diary management and information flow.   
R. To liaise and work closely on a day-to-day basis with the Group Chief of Staff and Group Chief Governance Officer on all matters including governance related tasks and activities that involve the Group CEO and the internal and external operations of the Group CEO Private Office.
Additional requirements of the role 
This role will include the requirement to work flexibly and responsively to meet the operational needs of the Group CEO’s Private Office, including:
S. 	Work out of normal office hours, may include evenings and weekends, travelling with, accompanying and, where required, driving the Group CEO to meetings, events and external engagements, and supporting the Group CEO with travel arrangements, itineraries and associated logistics. There may also be the occasional overnight stay and the requirement to work from the Home Office of the Group CEO, as required.
S. As directed, develop and maintain contingency plans with the Group Chief of Staff and Group Chief Governance Officer, to ensure business continuity in the event of unforeseen challenges, crisis and business interruptions. 
T. Support the Group CEO with personal administration matters as required, ensuring that any such support is undertaken with discretion, professionalism, confidentiality and clear alignment to the needs of the role.
U. Undertake a broad range of practical, responsive and confidential executive support tasks as directed, including urgent or short-notice arrangements, business administration, preparation for meetings and events, coordination of materials, liaison with stakeholders and follow-up actions, to support the smooth running of the Group CEO’s office.



PERSON SPECIFICATION 
	Qualifications
	Essential
	Desirable

	A degree or equivalent in a relevant subject
	
	X

	
	
	

	Knowledge and Experience 
	Essential
	Desirable

	Experience of working in a relevant business operations related role, preferably within an educational organisation
	
	X

	Experience of project, diary and event management.
	
	X

	Experience of working as a PA/EA or administrative role.
	X
	

	Experience of engaging decision makers in order to influence change.
	
	X

	Experience of working in a customer facing environment.
	X
	

	Experience of working at fast pace and in a pressurised environment. 
	X
	

	Experience of working in a highly professional, confidential and controlled environment.
	X
	

	Excellent communications skills, both oral and written, and experience of using social media and other applications as communication tools
	X
	

	Excellent IT Skills across MS Office applications and experience and aptitude to use new technology and systems, including a good understanding of AI.
	X
	

	Skills and Competencies
	
	Essential
	Desirable

	Ability to move rapidly between different thematic areas, and between detail and the big picture.
	X
	

	Ability to manage multiple diaries and portfolios of activities effectively.
	X
	

	Methodical and well-organised, able to juggle multiple priorities and to work to short deadlines.
	X
	

	Able to work collaboratively with colleagues from across the organisation, from frontline and service staff to senior management.
	X
	

	Ability to network and communicate actively and effectively with a wide range of people, face-to-face and through other media, in a variety of formal and informal situations.
	X
	

	Ability to present complex information in understandable formats, and to identify and convey key messages.
	X
	

	Ability to deliver good customer service in a high-pressured environment.
	X
	

	Hold a UK Driving Licence 
	X
	

	Other qualities:
	Essential
	Desirable

	Holds and promotes the vision and values of the Elevare Civic Education Group 
	X
	

	A strong commitment to student success.
	X
	

	Be proactive, curious and ability to multi-task effectively.
	X
	

	The ability and determination to promote equality and diversity throughout all aspects and areas of work.
	X
	

	A high degree of discretion, integrity and confidentiality.
	X
	

	A high degree of personal motivation and determination to succeed.
	X
	

	Embraces and applies the Nolan principles to all areas of activities.
	X
	

	Resilient and able to effectively manage competing demands and to work in a high-pressure environment.
	X
	

	Ability to travel across all sites that comprise the Elevare Organisations.
	X
	

	Sensitive to contentious issues and nuances related to policy positions.
	X
	



Willing to work flexibly outside normal office hours, including breakfast meetings, evening events, occasional weekend working, travel between sites and external engagements, and short-notice changes to working patterns where required.
	X
	



Willing to work at the home of the Group CEO and to travel with, accompany and, where required, drive the Group CEO to meetings, visits, events and external engagements.
	X
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