



     BARNSLEY COLLEGE
JOB DESCRIPTION (REC 3)  
Post Title:


Finance Personal Assistant 
College/ Department:
Leadership and Management 


Reporting to: 
 

Executive Assistant to the Principal 


Grade:



Scale 5



Summary of the Post 

To provide personal assistant support to the Vice Principal Finance who is a senior post holder and secretarial support to the Executive Team.
Main Duties 
· Provide a comprehensive personal assistant and secretarial service including the gathering and collating of information from a variety of sources to agreed deadlines, without supervision.

· Maintain and devise systems for the storage and retrieval of documentation/information within the parameters of College policies and procedures,
· Day to day operational management of the leadership expenditure budget and maintaining accurate financial records

· Elicit, gather and collate financial information to deadlines, with reminders being given as and when necessary to ensure that the College’s senior post holders receive timely information 

· Provide a minute taking service to produce technical/complex documents, minutes, reports and presentation materials

· Maintain a confidential secretarial service encompassing composition and production of standard letters without approval, produce typewritten reports and minutes of meetings from handwritten drafts, draft correspondence and maintain the filing system

· Receive staff, members of the public and visitors on behalf of the senior post holders; represent the College’s senior post holders when dealing with queries, complaints and suggestions both internally and externally in a professional manner

· Maintain clear and precise communication channels with all external partners/suppliers, internal departments and learners

· Be able to speak with authority on behalf of the Vice Principal Finance and the senior postholders of the Executive Team.
· Co-ordinate arrangements for internal and external meetings/conferences displaying a professional appearance, providing refreshments as required; gather, collate and distribute information using own initiative

· Provide an accurate word processing service to include self-checking of spelling, grammatical and punctuation correctness.  May include providing a word processing service to other staff in the organisation who report to the College’s senior post holders of the Executive Team.
· Screen telephone calls and incoming mail; respond on behalf of the College’s senior post holders of the Executive Team on routine matters and work to set parameters on issues of greater complexity ensuring that actions are dealt with appropriately
· Have excellent communication skills both written and oral

· Ability to manage own workload and be flexible to be able to meet critical deadlines from senior post holders of the Executive Team
· Ability to work on own initiative whilst being an excellent team player

· Attention to detail is essential

· Organise and co-ordinate diaries, meetings, travel and accommodation

· Be responsible for incoming and outgoing post and deal with appropriately on behalf of the senior post holder of the Executive Team
· Have the ability to prioritise 
· Any other duties commensurate with the grade as appropriate
· The post holder will be expected to undertake all duties in line with Barnsley College Health and Safety policy.

Standard Duties in all College Job Descriptions

· Engage in the implementation of College Quality systems. 
· Show a commitment to diversity, equal opportunities and anti-discriminatory practices. 
· Show a commitment to ensuring that children and young people learn in a safe environment. 
· Ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act and College policies.
· Participate in relevant and appropriate training and development as required.
· These duties may be amended from time to time by the line manager in consultation with the post holder.

Method of Working
Barnsley College expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally, offering guidance and information in accordance with College guidelines, polices and procedures when requested and contributing to the maintenance of the Barnsley College environment. In order to do this staff are expected to make themselves aware of the relevant polices and procedures. All staff are required to maintain confidentiality as required.   
Public Relations
Considerable importance is attached to the public relations aspect of all work undertaken by Barnsley College staff. It is a prime objective therefore that staff will at all times project to the public the image of the College as keen to assist wherever possible, and positively promote the work that is carried out across its various services. 
PERSON SPECIFICATION  REC 4 – Personal Assistant - Finance
	Specification
	Ref
	Essential
	Essential/Desirable
	Examples Measured by

	Education and Training

Formal qualifications and relevant training

 
	ET1

ET2

ET3
	 GCSE Maths and English (or equivalent Level 2 qualification)

Relevant NVQ Level 2 (AAT or equivalent qualification)

Relevant NVQ Level 3 (AAT or equivalent qualification) 


	Essential

Essential

Desirable

	Application Form

Application Form

Application Form



	Work Experience

Ability to undertake duties of the post


	WE1

WE2

WE3

WE4

WE5
	Experience of working within an office environment
Experience of collating, manipulating and presenting numerical information

Experience of working as a secretary/PA 

Screening and responding to communications on behalf of senior managers where appropriate

Experience of budget monitoring & approving supplier invoices


	Essential

Essential

Desirable 

Desirable 

Desirable 
	Application Form

Interview

Application Form

Interview

Application Form

Interview



	Skills and Knowledge

Includes abilities and intellect


	SK1

SK2

SK3

SK4

SK5

SK6

SK7

SK8

SK9
	Sound understanding of accounting processes & procedures
Intermediate to advanced user of MS Excel

High level of computer literacy, including the ability to use Microsoft Excel and Word.

Be highly organised

Show high levels of initiative 

Be an effective team player 

Ability to manage appointments/diaries

Ability to manage heavy workload

Able to take minutes


	Essential

Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

Desirable

	Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task



	Personal Qualities
Includes any specific physical requirements of the post – (subject to the provisions of the Equality Act)


	PQ1

PQ2

PQ3

PQ4

PQ5

PQ6

PQ7
	Attention to detail and highly numerate

Confident with excellent verbal communication skills 

Willingness to achieve tight and conflicting deadlines 

Adaptable and flexible 

Ability to identify and resolve problems quickly and effectively
Willingness and motivation to learn
Be able to be proactive and use initiative in the Vice Principal Finance  absence
	Essential

Essential

Essential

Essential

Essential

Essential

Desirable
	Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task



	Suitability to work with children, young people and vulnerable adults

Issues relating to safeguarding and promoting the welfare of children, young people and vulnerable adults


	CH1

CH2

CH3
	Motivation to work with children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

Emotional resilience with challenging behaviours


	Essential

Essential

Essential
	Interview / References / DBS Check
Interview / References / DBS Check
Interview / References / DBS Check
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