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PERSON SPECIFICATION
Job Title: Personal Assistant to the CEO
Pay Scale: SCP 18–23
	Criteria
	Essential
	Desirable
	Assessment Method

	Qualifications & Training
	• Good general education with standard passes in English and Mathematics (or equivalent).


• Business Administration qualification or equivalent administrative experience.
	• Degree-level qualification.


• PA/Executive Support certification or qualification.
	Application / Certificates

	Experience
	• Proven experience in a high-level PA, EA, or senior administrative role supporting executive leadership.


• Experience taking accurate minutes and supporting board or committee governance.


• Experience managing complex diaries, dynamic inboxes, and travel logistics.


• Experience preparing high-quality reports, presentations, and correspondence.
	• Experience working within an Academy Trust, school, or education setting.


• Experience liaising with external statutory bodies (e.g. DfE, Diocese, Local Authorities).


• Experience using or updating intranet platforms, websites, or social media.
	Application / Interview

	Knowledge & Understanding
	• Knowledge of administrative processes, record management, and basic procurement/financial tracking.


• Understanding of data protection principles (GDPR) and strict confidentiality.


• Understanding of safeguarding and child protection responsibilities in an education setting.
	• Knowledge of multi-academy trust (MAT) governance structures.


• Familiarity with educational software and school management systems.
	Application / Interview

	Skills & Abilities
	• Exceptional written and verbal communication skills with meticulous attention to detail.


• High-level organisational and time-management skills, with the ability to manage competing priorities.


• Strong IT skills (proficient in Microsoft Office/Google Workspace and digital platforms).


• Ability to conduct desk research and summarise key findings clearly.


• Ability to work autonomously using initiative with minimal supervision.
	• Skills in content creation or basic design for newsletters and intranet pages.
	Application / Interview / Task

	Personal Qualities
	• High emotional intelligence, discretion, and sound judgement.


• Professional, welcoming demeanour as a first point of contact for external and internal stakeholders.


• Commitment to the Trust’s vision of ‘One Body, Many Parts’.


• Flexibility to adjust working hours to suit governance meetings and operational demands.
	
	Application / Interview
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