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JOB DESCRIPTION

1. Job Title

Personal Assistant to the Director of Education
2. Key Work Areas
Portsmouth & Winchester Dioceses’ Education Team
3. Primary Purpose
Provide executive support to the Director of Education
4. Secondary Purpose 
Contribute to the efficient running of the Education Team.

5. Accountability

Accountable to the Director of Education
6. Authority
None
7. Organisation


8. Principal Tasks

I. To provide executive and proactive support to the Director of Education in relation to his responsibilities for the Diocesan Board of Education (DBE); to help deliver and monitor our legal and professional responsibilities regionally to the Local Authorities (LAs) and Schools/Academies, and nationally to the Government’s Department for Education (DfE) and the Regional Schools’ Commissioner (RSC). This will include Clerking and Secretarial expertise for The Board and its sub-committees.  
II. To provide executive and proactive support to the Director of Education in relation to the Dioceses’ Academies Strategies and responsibilities. This will include working with key staff on the Education Risk Register, ensuring it is coherent and aligns with Diocesan registers.
III. To support the work of the DDE and key colleagues in preparing any necessary legal and administrative processes associated with our responsibilities to the Dioceses, the DfE, RSC and LAs.
IV. To provide the full range of PA responsibilities to the Director of Education, embracing a keen ability to horizon-scan in a fast changing environment of education policy and delivery. This will include a wide range of support for a variety of meetings, accompanying the DDE across the Dioceses as necessary, and routinely working from the Diocesan Offices for the timely and coordinated delivery of the team’s work in conjunction with other key colleagues and Winchester’s School of Mission. 
V. To liaise closely with all members of the Education Team and other Diocesan colleagues to ensure the coordinated delivery of the Director’s responsibilities. 
VI. To provide administrative support (at key pinch points) to the wider team, in conjunction with the Education Resources Assistant.

VII. To undertake any other task as requested by the Diocesan Director of Education.
	Person Specification - CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications

	· GCSE / O Level Mathematics and English (or equivalent).
	(
	
	CV

	· Further academic or equivalent professional qualifications/training
	
	(
	

	· Evidence of ongoing professional development
	(
	
	

	Experience/ Knowledge

	· Excellent ICT skills, able to use a range of packages & systems
	(
	
	CV &
Interview

	· Excellent organisational skills 
	(
	
	

	· Experience of supporting colleagues working in diverse disciplines and locations
	
	(
	

	· Experience of operating as a PA, Senior Administrator or similar in a busy and complex team
	
	(
	

	· Sympathetic to the mission and ministry of the Church of England
	(
	
	

	· An understanding of the CofE’s engagement and role in education.
	
	(
	

	Communications Skills 

	· A strong customer service focus, with excellent communication skills;
	(
	
	Interview

	· Able to exert influence without authority
	(
	
	

	Self-Management

	· Able to work unsupervised and show initiative as required;
	(
	
	Interview & References

	· Able to work on occasion under pressure to meet deadlines;
	(
	
	

	· A flexible and pragmatic approach & able to operate in an environment of frequent change resulting from government initiatives
	(
	
	


	Personal

	· Energy and vision;
	(
	
	Interview & References

	· Reliability and integrity;
	(
	
	

	· Self-confident;
	(
	
	

	· Ability & willingness to work out of two offices; access to own car as public transport is not an option in one of our offices
	(
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