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1. JOB TITLE: Executive Assistant

	2. CONTEXT

	West Herts College is a large general Further Education College which offers a range of educational courses across three campuses in Watford, Hemel Hempstead, and Luton. The College provides technical and professional education and training to develop the skills individuals need to gain employment, increase their earning potential, and improve their life chances in general. Students are able to access a broad range of qualifications, offered on a full and part-time basis, covering further education, higher education, apprenticeships, professional and community learning.

This post holder will be work across the College Campuses, providing high quality, integrated administrative services for the College Leadership Group. 

	3. MANAGEMENT ACCOUNTABILITY

	Responsible to: PA to Principal and CEO



	4. MAIN PURPOSE OF JOB

	To work alongside the College PA providing support to the College Leadership Group. Ensuring that administrative support is highly effective, customer centred and that all work is carried out in accordance with agreed College procedures and quality standards.

	5. DUTIES AND RESPONSIBILITIES

	
· Maintain accurate, secure, and accessible electronic and physical records, ensuring information can be retrieved efficiently and in accordance with data protection and records management requirements. 
· Provide comprehensive executive support to the College Leadership Group, including proactive diary management, scheduling meetings, coordinating appointments, and managing competing priorities. 
· Organise and support meetings, committees, including preparing agendas, collating papers, taking minutes, tracking actions, and ensuring timely follow-up. 
· Produce, format, and quality assure a range of professional documents, including correspondence, reports, presentations, agendas, briefing papers, and meeting minutes using Microsoft 365 applications. 
· Support the effective operation of the Executive Office by coordinating administrative processes, monitoring workflows, and identifying opportunities to improve efficiency and service delivery. 
· Create, maintain, and analyse spreadsheets, databases, dashboards, and management information reports to support business planning and decision-making by the executive team. 
· Utilise College systems and digital platforms to retrieve, maintain, and report on organisational data accurately and efficiently. 
· Act as a first point of contact for enquiries, exercising sound judgement in responding to routine matters and escalating issues appropriately. 
· Manage telephone, email, and digital communications, including handling sensitive and confidential information with discretion and professionalism. 
· Build and maintain effective working relationships with internal and external stakeholders, including governors, partners, employers, funding bodies, suppliers, and members of the public. 
· Coordinate visitor arrangements and provide a professional reception and hospitality service for senior-level meetings and events. 
· Arrange travel, accommodation, and event logistics, ensuring cost effectiveness and compliance with College policies and procedures. 
· Support the delivery of projects and organisational initiatives through effective coordination, administration, and progress tracking. 
· Manage office resources, including the procurement and monitoring of stationery, supplies, and other materials in line with financial procedures. 
· Maintain electronic filing and document management systems, ensuring compliance with information governance, GDPR, and retention requirements. 
· Support virtual and hybrid working arrangements, including coordinating online meetings, managing digital collaboration platforms, and providing basic technical support where required. 
· Use Microsoft 365 tools, including Outlook, Teams, SharePoint, Word, Excel, PowerPoint, OneDrive, Forms, and Planner, to enhance productivity and collaboration. 
· Embrace and utilise approved digital and AI-enabled tools to improve administrative efficiency, document production, information management, and business processes. 
· Undertake any other duties commensurate with the grade of the post as required by the College.





6.	GENERAL AND COLLEGE RESPONSIBILITIES
	
· Participate actively and flexibly in a range of College-wide activities, such as duty rotas, enrolment and marketing events and employee and student activities.

· Participate in training and team development activities, to develop skills and knowledge.
· Undertake professional updating which ensures up to date knowledge and competence in all new technologies used by the College to support students and service delivery

· All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions.
· Understand and be committed to the College’s Health and Safety Policy statement and the College’s safety priorities and be aware of their contribution to such priorities. 
· Be aware of and comply with the health and safety legislation and other College requirements that are relevant to their post.

· Demonstrate commitment and enthusiasm to promote the principle of equality and diversity in employment and service delivery:

· Be familiar with and promote the Equality and Diversity Policy

· Be familiar with Safeguarding requirements as outlined in the Safeguarding Policy and comply with its requirements to safeguard and protect the welfare of children, young people, and vulnerable adults.

· Undertake such additional duties or projects as the Principal or line manager may determine from time to time, after consultation with the post holder.

NOTE: Please be aware that the duties and responsibilities outlined above are not exhaustive and may be varied from time to time after consultation with the
jobholder. They do not form part of the jobholder’s contract of employment.
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