LINCOLN COLLEGE 
CORPORATE SUPPORT SOLUTIONS LTD
JOB DESCRIPTION

Post Title:
Executive Support Officer

Salary:
CSS Scale 6 
Post Number:
CS0422P
 

Line Manager:
Group Managing Director - International & Commercial
Date:
March 2017


Job Purpose:

To provide a dynamic, proactive, full and confidential Executive Support Service to the Group Managing Director - International & Commercial (MD I&C). To support the MD I&C Directorate which is a key enabler of Lincoln College Group’s Strategic Plan. In particular, to support commercial and business activity across the Kingdom of Saudi Arabia, China, new International provision and the UK. This includes taking the lead on specific project work, including project planning, monitoring and implementation. 
Principal Duties and Responsibilities:

1. To support the MD I&C in fulfilling the duties of their role and the delivery of the Strategic Plan. This includes supporting specific deliverables across international operations, business development, marketing and communications, commercial contracts (Deans, Morton Hall) and partnerships with other organisations.  
2. To maintain 100% confidentiality on all work related and personal details of the MD I&C.

3. To directly support specific projects as defined by the Executive Leadership Team. This will include project planning, monitoring (budget and actions), report preparation, liaison with stakeholders and risk/issue management. 

4. To distil often complex issues into succinct and concise research and preparatory support in the form of briefing notes, letters and reports. 
5. Maintain the diary of the Group MD I&C, taking the initiative through tools such as a ‘Brought Forward’ system and organising travel, technology, parking, refreshments or any other relevant requirements.

6. Attend meetings as required for the purposes of taking full minutes, action notes or facilitate as directed by the MD I&C.
7. To provide support in the creation of reports and presentations using knowledge of the Group’s Strategy and business priorities. 

8. To use relevant software packages to support delivery of agreed outputs, this includes tools such as Excel, PowerPoint, Word, OneNote, Visio, MsProject, etc.

9. To act as the first point of contact with all aspects of work of the Group MD I&C, taking the initiative to resolve, escalate or delegate as necessary.
10. To distribute supporting papers for meetings, prepare information and collate progress reports as required.
11. To maintain and update the filing system of the Group MD I&C and operate a ‘Brought Forward’ system in order that previous meetings papers be available.
12. To undertake administrative duties for the Group MD I&C such as the production of reports and Board papers.
13. To work with the Executive Support Team in order that all necessary administrative activities are covered in connection with the general running of the executive office e.g. annual leave, lunch hours, general absence or as workload circumstances necessitate of either the Chief Executive Officer or MD’s (E&TD) PA’s.
14. To liaise with managers who are direct reports to the Group MD I&C as required.

15. To maintain professional standards and expertise by undertaking relevant professional development.

16. To maintain quality standards appropriate to the post.

17. To conform with the Health and Safety requirements relevant to the post.

18. To be responsible for the safeguarding and promoting the welfare of children wherever applicable within the role of PA to the Group MD I&C.
19. To accept responsibility for the implementation of the College’s Equal Opportunities policy throughout all personal contacts in the College and within this area of responsibility.
NB:  This is not a complete statement of all duties and responsibilities of this post.  The postholder may be required to carry out other lawful and reasonable duties as directed by a supervising manager.
Lincoln college 
CORPORATE SUPPORT SOLUTIONS LTD
PERSON SPECIFICATION FORM

	Post Title:
Executive Support Officer
Post No:
CS0422P

	Salary:

CSS Scale 6
Date:


March 2017 


	No.
	Requirement


	Proposed

Selection

Method *

	1

2
	Knowledge

Relevant experience of business administration
Awareness of the Group Strategy and relevant priorities 

	A/I

A/I

	3
4
5
6
7
8
9
	Skills/Abilities – Interpersonal

Excellent interpersonal skills (telephone and face to face)

The ability to work to tight deadlines and manage workloads
The ability to work proactively and on own initiative

The ability to work as a member of a team

The ability to model the values & behaviours of the Lincoln College Group

An understanding of the principles of customer care

Excellent organisational skills


	A/I

A/I

A/I

A/I

       A/I

A/I

A/I

	10
11
12
	Experience

Recent & relevant experience

Practical experience of using relevant software packages, i.e. word processing, PowerPoint, spreadsheets, email and internet

Knowledge of Committee work (desirable)

	A/I

A/I/T

A/I

	13
14
	Work Related Circumstances

The ability and willingness to undertake relevant staff development 

The ability to work flexible hours including early starts and late finishes when necessary

	A/I

A/I

	15
16
17

	Skills/Abilities – Other

The ability to word process accurately and efficiently 
The ability to develop and maintain administrative systems

Responsibility for the safeguarding and promoting the welfare of children and vulnerable adults wherever applicable.


	A/I/T

A/I
A/I



	Prepared By:

Designation:
	James Foster
Managing Director (International & Commercial 
	Date: Mar 2017
	


* A = Application Form			I = Interview				T = Test








