[image: ]


	Job Title: Executive Assistant to the Vice Principal, Quality of Education
Reporting to: Vice Principal, Quality of Education
Base: The Roundhouse and other campuses as required, with some working from home

	Hours:  37 hours per week, 52 weeks per year           
Contract type: Support 
Holidays: 20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days
Salary: £36,000 per annum          


	Job Purpose

The Executive Assistant will provide high‑level, confidential, and strategic administrative support to the Vice Principal – Quality of Education. The postholder will ensure the effective coordination of quality improvement activities, curriculum planning and support compliance with regulatory and inspection requirements, and enable the Vice Principal, Quality of Education to operate efficiently across all aspects of the Quality of Education provision. 


	Key Responsibilities
Executive Support 
· Provide proactive diary management, scheduling, and prioritisation of commitments for the Vice Principal, Quality of Education 
· Prepare briefings, papers, reports, and presentations to support strategic decision‑making. 
· Manage correspondence on behalf of the VP–QA, including emails, letters, and queries requiring immediate response. 
· Coordinate and support senior leadership meetings, including agenda setting, minute‑taking, and tracking actions through to completion. 
· Track and monitor the set activities and deadlines set out in the self-assessment and curriculum planning processes, 
· Ensure the VP–QA is fully prepared for meetings and external engagements. 

Quality Assurance Administration 
· Support the coordination and monitoring of the college’s Quality Assurance cycle, including self‑assessment, curriculum planning and reviews, observation and walkthrough schedules, and improvement plans. 
· Assist with data collection, analysis, and the preparation of quality reports (e.g., attendance, achievement, progression, compliance metrics). 
· Maintain accurate and compliant documentation for inspections (e.g., Ofsted), audits, and internal reviews. 

Stakeholder Management 
· Ensure timely communication with curriculum leaders, senior managers, governors, and external bodies. 
· Draft and circulate communications, updates, and briefing notes relating to Quality of Education initiatives. 

Project Support 
· Support the planning, coordination, and delivery of strategic quality improvement projects and Task and Finish groups
· Track project milestones, risks, and deadlines, providing regular updates to the Vice Principal, Quality of Education, and relevant stakeholders. 
· Assist in organising Professional Development events

Compliance & Record Keeping 
· Ensure all administrative processes related to Quality Assurance follow regulatory, audit, and organisational requirements. 
· Maintain confidential records, registers, and tracking systems in line with GDPR and data‑protection expectations. 
· Oversee action logs, risk registers, and compliance trackers within the Quality of Education remit

General Administration 
· Manage travel arrangements, expense claims, purchase orders, and procurement within delegated authority. 
· Provide flexible administrative support to other senior leaders or quality teams during peak periods. 
· Contribute to continuous improvement of administrative systems and processes across Quality Assurance.
 
Other Duties
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	Person Specification 

	Competencies

Essential

Professional Skills
· Strong organisational and planning abilities, with the capacity to manage multiple priorities in a fast‑paced environment.
· Excellent written communication skills, including the ability to draft high‑quality reports, minutes, briefings, and presentations.
· Advanced digital literacy, including confident use of Microsoft 365 (Outlook, Teams, Word, Excel, PowerPoint, SharePoint).
· Ability to analyse data, identify patterns or issues, and prepare clear summaries for senior leaders.
· Skilled in maintaining accurate records and tracking systems for compliance and quality processes.
· High level of professional discretion, integrity, and confidentiality.

Interpersonal Skills
· Strong relationship‑building ability with stakeholders at all levels, both internally and externally.
· Confident communicator able to handle sensitive or complex enquiries with diplomacy and professionalism.
· Customer‑focused approach, ensuring excellent service to staff, students, and partners.

Leadership & Problem-Solving
· Ability to work independently, anticipate needs, and take initiative without constant direction.
· Effective problem‑solving and critical‑thinking skills, with a calm and solution‑focused approach.
· Ability to remain composed under pressure and meet tight deadlines.

Quality & Improvement Mindset
· Understanding of quality assurance, continuous improvement, and organisational compliance.
· Commitment to accuracy, high standards, and maintaining audit‑ready documentation.
· Adaptability and openness to improving processes, systems, and ways of working.


	Knowledge & Experience 
	
Essential 
· Significant experience in a senior administrative or Executive Assistant role. 
· Experience of analysing data to draw and present key conclusions
· Substantial experience of leading and managing projects
Desirable
· Experience in education, ideally further education
· Familiarity with Ofsted frameworks and quality‑assurance cycles.
· Experience supporting senior leaders in a large, multi‑site organisation.
	

	Qualifications - You are required to provide valid certificates as proof of all qualifications

Essential
· Level 3 qualification (e.g., A‑Levels, BTEC, or equivalent).
· GCSE English and Maths at Grade C/4 or above (or equivalent).
· Evidence of continuous professional development relevant to administration, business support, or quality assurance.
· Proven training or certification in Microsoft Office / Microsoft 365 applications (or equivalent demonstrable experience).

Desirable
· Level 4 or Level 5 qualification in Business Administration, Management, Education, Quality, or a related discipline.
· Professional qualification in business support, project coordination, or quality assurance (e.g., ILM, IQA/QA‑related certification).
· Training or certification in data analysis, dashboards, or digital productivity tools (e.g., Power BI, advanced Excel).
· Safeguarding or GDPR/Data Protection training.
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