




Job Description 

Job title:		PA to Business and Enterprise Department		 
					 
Reporting to: 	Vice Principal – Business & Enterprise

Hours: 		Full time: 37 hours

Salary:		Point 24: £26,718

Closing Date:	30 June 2026 at 5 pm

Job purpose: 
To provide high-level administrative, operational and coordination support to the Centre Manager and Estates and Facilities Managers, ensuring the effective, safe and compliant running of the College’s estate and thePoint4 facilities. The role is responsible for managing complex administration across College operations, statutory compliance, report writing, projects, stakeholder engagement, while maintaining accurate records and being the main point of contact for the various areas within the departments.

Main duties and responsibilities: 

1.Support to the Centre Manager & Estates and Facilities Managers
· Manage a complex diary including contractor visits and WOL, compliance inspections, project meetings, and cross‑College coordination.
· Act as the first point of contact for Estates enquiries from staff, students, parents, visitors, contractors and external partners. 
· Prepare papers, agendas, reports and presentations; attend meetings and accurately minute discussions and actions including follow ups
· Handle confidential and safeguarding‑related information sensitively, in line with College policies.
· Support internal communication on campus works, internal and external events, maintenance schedules and accessibility changes.

2. Compliance Administration 
· Maintain accurate electronic records covering statutory compliance (e.g., fire safety, water hygiene, lift inspections, accessibility equipment checks) across the RNC estate through the Smartlog system.
· Oversee contractor coordination, including WOL addition, DBS/safeguarding checks and safe‑working expectations within a VI environment.
· Manage the departmental procurement and related activities, such as raising purchase orders, processing invoices, and checking supplier documentation for thePoint4 and Estates.
· Manage digital filing systems and SharePoint structures for thePoint4 and Estates documentation, audits and project files.
· Coordinate residential accommodation information in collaboration with Residential Managers, supporting pre‑entry adjustments for individual students’ accessibility needs. 
· Coordinate residential accommodation information in collaboration with the Centre Manager, Cleaning contractors and Caterers as and when required.

3. Project & Operational Support 
· Support the administration of capital projects, accessibility upgrades, refurbishments and maintenance programmes across the campus.
· Sourcing and booking of accommodation and travel for colleagues on College business to ensure financial and accessible options taken into account.
· Monitor project timelines, risk registers, budget information, and contractor performance to support reporting to SMT, RNCE (thePoint4) and the Board.
· Assist with data gathering and documentation required for inspections, including OFSTED, Local Councils, H&S Auditors and the FA.
· Provide administrative support for thePoint4 and Estates‑related health & safety reviews and accessibility audits.
· Attend Safeguarding and H&S Committees and fully contribute on behalf of the Centre Manager and Estates and Facilities Managers if absent, except in relation to H&S Advice

4. Stakeholder, Student & Community Engagement 
· Liaise professionally with visually impaired learners, taking reports of issues relating to accessibility, accommodation, safety or environmental adjustments, and ensuring timely follow‑up.
· Build constructive working relationships with academic and business support staff, residential teams and external agencies / contractors.
· Communicate updates regarding works, route closures, building access changes, or emergency notifications in an accessible manner (e.g., clear verbal messaging, screen‑reader‑friendly formats).
· Support events such as Open Days, VIP Day, Work Experience Weeks, Wellbeing Days, thePoint4 events and external visits, which are an important part of RNC’s offering. 

5. Data, Reporting & Governance 
· Support creation of thePoint4 and Estates dashboards and KPI reports
· Track accommodation and room hire usage, maintenance cycles, and statutory testing schedules.
· Manage the sustainability process and support Planet Mark accreditation
· Assist in maintaining and updating thePoint4 and Estates‑related policies, processes and governance records.
· Provide structured reporting for Board committees, audits and quality assurance processes.



Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 





	            





 









































PERSON SPECIFICATION: PA to Business and Enterprise Department
[bookmark: _Hlk50721278]Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required documents. Consideration will be given to candidates who may not hold the essential qualifications but who can demonstrate equivalent experience and/or a willingness to achieve the qualification on appointment

	ATTRIBUTES
	MINIMUM/ESSENTIAL
	DESIRABLE 

	Experience
	· Minimum 2 years experience in an Executive Assistant, PA or senior administrative role 
· Ability to handle confidential and safeguarding‑sensitive information.
· Ability to build trust and strong working relationships across the organisation.
· Experience in procurement
· Experience of note / minute taking, report presentation 
· Working within a varied environment on a daily basis 
· Email and diary management for varied departments 
	· Working with confidential or sensitive information
· Experience of working within a leisure / operations or Estates Team
· Experience of working in an education setting
· Experience of working with people with disabilities 

	Knowledge/skills
	· Strong planning, prioritisation and multitasking capability.
· Excellent communication skills, with the ability to adjust communication to support visually impaired learners and staff.
· Strong IT proficiency, particularly Microsoft 365 – SharePoint and teams
· Commitment to RNC’s mission of empowering learners to develop independence and confidence.
· Understanding of safeguarding principles in education or residential settings.
· Knowledge/use of SharePoint 
	· Working knowledge of alternative media formats.
· Working knowledge of leisure CMS


	Qualifications and training
	· NVQ Level 3 in Business Administration or equivalent 
· Educated to A-level or equivalent
	· IOSHH
· Facilities Management qualification

	Aptitudes and abilities
	· Able to deal confidently with unexpected issues in a solutions-focused way
· Calm disposition, especially under pressure
· Excellent communicator
· Able to maintain focus in an environment with many interruptions
· Discreet and flexible
· ‘Self-motivated, with a ‘can do’ approach 
· Ability to prioritise work
· Ability to work independently and as part of a team 
· Commitment to equality and diversity and its active promotion 
· Understanding of safeguarding for our students and a commitment to safe practice
	

	Disposition, attitude and motivation
	· Enjoy working as part of a small team
· Patient and tolerant
· Discreet and with a clear understanding of confidentiality
· Understanding of safeguarding for our students and a commitment to safe practice
· Commitment to equality and diversity and its active promotion
	· Open willingness to be involved in activities across the College
· Awareness of the needs of visually impaired students and staff

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed
· Eligibility to work in the UK
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