


[image: ]



	Job Description




	Job Title 
	Governance and Administration Assistant

	Department 
	Governance and Executive Support

	Reports To
	Executive Support Manager

	Grade 
	

	Location 
	All sites

	Contract
	Business Support, part-time

	Hours
	20 hours per week, 8:30am to 12:30pm, Monday to Friday 




	Job Purpose 


The Governance and Administration Assistant will provide reliable and efficient administrative support to the Governance and Executive Support functions. The postholder will help ensure that meetings, records, documents and routine financial administration are organised accurately and completed within agreed timescales.

The role requires a well-organised and digitally confident individual who can manage a varied workload, maintain confidentiality and produce work to a consistently high standard. The postholder will work collaboratively with colleagues and use initiative to support the smooth running of the service.

This role provides an excellent opportunity for someone seeking to start or develop a career in administration, governance or business support. Training and ongoing support will be provided to help the successful candidate develop the skills required for the role.


	Key Duties and Responsibilities


· Provide efficient day-to-day administrative support to the Governance and Executive Support functions.
· Arrange meeting rooms, catering, refreshments and other practical requirements for meetings and events.
· Assist with preparing meeting agendas, papers and supporting documentation, ensuring materials are complete and presented consistently.
· Produce first-draft meeting minutes and action notes from transcriptions, recordings and supporting notes for review and approval.
· Assist with uploading, organising and maintaining meeting documents within SharePoint and other approved systems.
· Format letters, reports, policies, presentations and other documents in line with agreed templates and standards.
· Monitor routine tasks and deadlines, follow up information where appropriate and raise issues promptly.
· Take a proactive approach to administrative support by anticipating routine requirements and preparing for upcoming tasks and meetings, seeking guidance where needed.
· Maintain accurate electronic filing systems and assist with filing, archiving and retrieving documents.
· Raise purchase orders and support routine financial administration in accordance with College procedures.
· Maintain accurate records, trackers and logs, checking information for completeness and correcting straightforward errors.
· Use Microsoft 365 applications, including Outlook, Teams, Word, Excel, PowerPoint and SharePoint, to complete administrative tasks effectively.
· Handle confidential and sensitive information appropriately and in accordance with data protection requirements.
· Identify practical solutions to routine administrative issues and seek guidance where a matter requires escalation.
· Provide flexible administrative support across the service and undertake other duties appropriate to the level and nature of the role.
· Take reasonable care for personal health and safety and that of others who may be affected by their actions.
· Promote equality, diversity and inclusion throughout all aspects of the role.
· Take appropriate action to safeguard self and others, including reporting safeguarding concerns through the appropriate channels.
· Maintain accurate records of meetings and communications so they can be accessed and retrieved promptly.
· Comply with relevant College policies and procedures.
· Be engaged and prepared for all meetings required as part of the role.
· Participate actively and flexibly in college-wide activities, including enrolment, marketing events, invigilation and staff or student activities.
· Undertake additional duties as required or directed by the line manager, Group CEO or another Executive Board member, where commensurate with the role.
· Every member of staff is expected to show respect to their colleagues and to understand and adhere to the Group’s value of dignity at work; they are also expected to work collegially and to support all the teams with which they have contact in achieving the Group’s objectives.
· Any other duty as required by the line manager commensurate with the post.



	Our Culture and Core Values



Our Culture and Core Values Our culture defines who we are and how we work. It shapes the way we teach, learn, and grow together - as professionals, learners, and members of our community. 

· We are a community of professionals, inspiring our learners to be extraordinary. 
· We set high standards and lead by example. Through passion, creativity, and expertise, we empower learners to achieve more than they ever thought possible.
· We are accepting and encouraging of all who come through our doors. Inclusion is at the heart of our identity. 
· We celebrate individuality, welcome diversity, and create a safe, supportive environment where everyone belongs.
· Stimulated by modernity, we are diverse in thought, identity, and aspiration. We embrace innovation and forward-thinking ideas. Our differences make us stronger, and our shared ambition drives progress and transformation. 
· We are powerful and ambitious - as individuals and together. 
· We believe in the power of potential. By nurturing talent, celebrating success, and challenging ourselves, we grow stronger as a united community. 
· We build resilience through tough love and support. We believe that challenge builds character. Our approach balances care with high expectations, ensuring that both our learners and staff have the resilience to thrive in every situation.

Every action we take - in the classroom, in our communities, and in our partnerships - reflects these values. Together, we are shaping a culture of excellence, inclusion, and transformation.

	Equality, Diversity & Inclusion 



We are committed to creating and promoting a diverse and inclusive workforce that better reflects the wider community we support. We particularly welcome applicants from groups currently under represented in senior roles, including Black, Asian and Minority Ethnic (BAME), people with disabilities and people from the LGBTQ community.

	Safeguarding of Children and Vulnerable Adults 



The Group is committed to safeguarding and promoting the welfare of all learners. We expect everyone working for the Group to share this commitment. All posts in the College are subject to an Enhanced DBS check and where appropriate a barred person’s list check.


NB: The purpose of the job description is to indicate the general level of responsibility of the position. It is not designed to be an exhaustive list. The duties may vary from time to time without changing their general character or level of responsibility. 





	Person Specification



It is expected that the successful candidate will be able to demonstrate the following competencies and qualities.  These will be tested and assessed by application, selection test and a panel interview:


	Qualifications 
	Essential/
Desirable
	Tested

	GCSE Grade 4/C or above in English and Maths.
	E
	A/I

	Qualification in Business Administration, Governance Support or a related subject.
	D
	A/I




	Knowledge and Experience
	Essential/
Desirable
	Tested

	An interest in administration, business support, governance or office-based work.
	E
	A/I

	Previous experience of administrative, customer service, retail, hospitality, voluntary or office-based work.
	D
	A/I

	Experience of using Microsoft Office or Microsoft 365 applications.
	D
	A/I

	Experience of working as part of a team.
	D
	A/I

	Experience of organising information, records or documents.
	D
	A/I



	Skills and Abilities  - The successful candidate should be able to offer evidence of appropriate skills and competencies aligned to the College values:
	
	

	Good organisational skills and the ability to manage a varied workload and meet agreed deadlines.
	E
	A/I

	Ability to communicate professionally and work collaboratively with others.
	E
	A/I

	Good attention to detail and a commitment to producing accurate work.
	E
	A/I/P

	Ability to recognise confidential and sensitive information and handle it appropriately.
	E
	A/I

	Ability to use initiative and identify practical solutions to routine issues.
	E
	A/I

	Willingness to learn new skills, systems and ways of working.
	E
	A/I

	Professional, approachable and positive in dealings with colleagues, learners and stakeholders.
	E
	A/I

	A high level of integrity, reliability and trustworthiness.
	E
	A/I

	Commitment to providing excellent customer service.
	E
	A/I

	Commitment to promoting equality, diversity and inclusion.
	E
	A/I

	Ability to work flexibly and adapt to changing priorities.
	E
	A/I

	Commitment to safeguarding and promoting the wellbeing of staff and students.
	E
	A/I

	Enthusiasm for learning and continuous professional development.
	E
	A/I

	Ability to commute to all College sites.
	E
	A/I


Key to test Methods: A = Application    I = interview     P = Practical test
This job description and person specification is current at the date of issue. Changing organisational needs may require the job description to change, within reason, after prior consultation with the post holder.

	Review Details 


	Job Title 
	Governance and Administration Assistant

	Date Created 
	

	Date Issued to Employee by Line Manager 
	

	Version 
	Draft 2
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