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PERSON SPECIFICATION – Executive Assistant
	Criteria 
	Essential 
	Desirable 

	Qualifications 
	Educated to Level 3 (A-Level or equivalent qualification) or equivalent professional experience Level
	Relevant qualification in Business Administration, Executive Support, Project Administration, or a related discipline

	
	GCSE English and Mathematics at Grade C/4 or above (or equivalent).
	

	Experience/ Knowledge 
	Significant experience providing high-quality administrative or executive support within a large organisation.
	Experience within Further Education, education, public sector, local government, NHS, or similar environment.

	
	Experience supporting senior leaders, executives, or senior management teams.
	Experience using AI-enabled productivity tools and digital collaboration platforms

	
	Excellent knowledge of Microsoft 365 Applications - Outlook, Word, Excel, PowerPoint, Teams, and SharePoint
	

	
	Experience of developing, maintaining, and improving administrative processes and digital systems to enhance efficiency and service delivery.
	

	
	Understanding of GDPR, information governance, records management, and confidentiality requirements.
	

	Skills/ 
Competencies 
	Excellent organisational skills with the ability to manage multiple priorities, meet deadlines, and work effectively in a fast-paced environment.
	 

	
	Strong minute-taking skills with the ability to accurately record discussions, decisions, and actions.
	

	
	The ability to work at a fast pace and prioritise against a demanding workload and under significant time pressures
	 

	
	Excellent verbal and written communication skills, with the ability to engage confidently with stakeholders at all levels.
	 

	
	Good organisational skills and effective ability to work within a team.  
	 

	
	Excellent interpersonal skills with the ability to build positive working relationships with a wide range of internal and external stakeholders.
	 

	
	Commitment to delivering high standards of customer service and professional support.
	

	
	A pro-active and flexible approach to work and problem solving, and the ability to spot and deal with issues as they occur and respond to changing needs.
	

	
	Ability to work independently, use initiative, and anticipate the needs of senior leaders.
	 

	Personal Attributes 
	A proactive, solution-focused approach, demonstrating initiative and a commitment to continuous improvement.
	 

	
	High levels of integrity, professionalism, discretion, and confidentiality.
	

	
	Resilient, adaptable, and able to respond positively to changing priorities and organisational needs.
	

	
	Collaborative and approachable, with the ability to work effectively as part of a team and across organisational boundaries.
	

	
	Demonstrates a commitment to equality, diversity, inclusion, and the College's values and behaviours.
	 

	
	Embraces digital innovation and new ways of working to improve effectiveness and service delivery.
	



It is recognised that many capable people will not have all the experience and qualifications listed above.  You are encouraged to apply if you feel that you can demonstrate the potential to contribute to the College’s future success. 
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