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JOB PROFILE
Job title:   		Executive Coordinator
Grade:			Band 6
Accountable to: 	Head of Governance and Corporate Services
Responsible for:  	Providing proactive support to the Executive Leadership Team, providing strategic guidance and co-ordinating a range of corporate processes and services


General Duties and Responsibilities 
· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme  

Specific duties and responsibilities
Proactive Support
1. To provide proactive support to ELT and CMT members.
2. To respect the confidentiality of high profile and sensitive information, using expert professional judgement on how all types of information should be managed.

Coordination

3. Manage the review, approval and publication process of all college policies and procedural documentation and provide strategic guidance to improve effective implementation and presentation.
4. Proactively identify and address complex administrative challenges, implementing solutions that enhance efficiency and effectiveness. 
5. Understand the needs of all areas of the College and identify opportunities for process improvements and innovations.
6. Manage the production, editing, and organisation of reports and high-level presentations.
7. Manage stakeholder engagement, leading the planning and execution of high-profile corporate, stakeholder and community events.

Executive Support
8. Establishing and maintaining the effective governance of college strategic groups and committees, including organisation of the college business schedule and meeting preparation and minuting
9. Provide effective administration of a range of corporate processes, including document and contract management and executive leaders’ diaries and inboxes. 
10. To work flexibly and proactively within the Executive Office and with the Executive Leadership Team (ELT) across a range of administrative duties, providing cover where required.
11. Raising purchase orders for invoices at executive level and ensuring timely payments. To always strive to achieve value for money when advising on and undertaking procurement.
12. Organising a smooth transition for senior leaders joining the college, including managing induction programmes and other aspects of onboarding.
13. Develop and maintain intranet pages relevant to the ELT and the wider college leadership team.
Specialist support
To provide specialist support to the ELT and across the college in one area of expertise for the team and to be flexible as college priorities change. In particular, to provide specialist advice to team members and other colleagues related to your own area of expertise. You will specialise in at least one of the following areas:

· curriculum management and quality improvement – working proactively with leaders to manage processes such as investigations and student appeals, quickly and efficiently
· progress against and further development of the college strategy - leading the planning, execution, and completion of projects that impact college strategic priorities, including the implementation and utilisation of technology tools and platforms to enhance executive productivity
· corporate governance 
· financial, audit and risk management. Supporting management with audit and risk management recommendations, maintaining governance and college contracts
· data protection and compliance and information governance

Culture
To lead by example, embodying College strategic values in all professional relationships, internally and externally.
NOTE
This job profile provides an overview of the principal duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.


PERSON SPECIFICATION  
	Role:  Executive Coordinator
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent at grade 4 (previously grade C)
	
	
	
	

	2
	Hold a minimum of 5 GCSEs (Grade 4 and above) or equivalent
	
	
	
	

	3
	Hold a qualification relevant to the role e.g. Business Admin Level 3 
	
	
	
	

	Experience and Skills:

	4
	Experience of working proactively in a busy administrative team across a range of duties
	
	
	
	

	5
	Experience of providing administrative support to multiple senior leaders including prioritisation of inbox and diaries
	
	
	
	

	6
	Experience of administering successful meetings and committees including making all arrangements, producing minutes and monitoring actions  
	
	
	
	

	7
	Experience of preparing presentations and reports using a range of Microsoft tools and other software such as AI tools
	
	
	
	

	8
	Experiencing of producing and maintaining spreadsheets and financial information including effective use of Microsoft Excel
	
	
	
	

	9
	Experience of supporting the implementation and monitoring of corporate policies and procedures e.g. governance, risk, GDPR
	
	
	
	

	10
	Experience of creating and maintaining a professional welcoming working environment for all staff and guests via all channels e.g. face to face, telephone and email
	
	
	
	

	11
	Experience of working as part of a busy team supporting one another to deliver a highly effective service  
	
	
	
	

	12
	Experience of working in an educational environment
	
	
	
	

	13
	Expertise in one of the following specialist areas: curriculum management, quality improvement, strategic development, corporate governance or information compliance
	
	
	
	

	Personal Attributes: 

	13
	A proactive self-starter who can see what needs to be done and does it
	
	
	
	

	14
	Highly organised with an ability to prioritise work
	
	
	
	

	15
	Confidence to challenge senior leaders around their priorities
	
	
	
	

	16
	A resourceful, unflappable problem solver 
	
	
	
	

	17
	Able to work quickly whilst maintaining attention to detail
	
	
	
	

	18
	A flexible approach including multi-tasking in order to adapt to changing situations and meet deadlines
	
	
	
	

	19
	A highly personable style that always represents the College in a professional manner
	
	
	
	

	20
	Clear and accurate communication skills, both oral and written
	
	
	
	

	21
	The ability to maintain confidentiality, and always remain tactful and diplomatic when dealing with others
	
	
	
	

	22
	The ability to demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	
	
	
	

	23
	A commitment to quality and excellence through evidence of continuing professional development
	
	
	
	

	24
	The ability to demonstrate knowledge and understanding of safeguarding and other policy issues relevant to the post and College
	
	

	
	





KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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