[image: ]




[image: Belfast School Of Theology at Stranmillis]


Application Pack
	
	
	



Executive PA 
	
	
	



Job Overview

This is an exceptional opportunity to become a vital part of our school, supporting the Principal and CEO and the wider SLT.
As Executive PA, you will play a key role in the leadership team, providing comprehensive, confidential, and high-level administrative support to ensure the effective running of the Principal and CEO’s office.
In this highly visible position, you will be responsible for managing a wide range of complex administrative tasks and projects with professionalism, discretion, and efficiency. From coordinating schedules and preparing detailed reports, to organising meetings, events, and providing project management support, you will be trusted to handle matters of strategic importance with care and precision.
You will be the first point of contact for the Principal and CEO, engaging with a diverse range of stakeholders including senior leaders, governors, external partners, and visitors. As such, you will be a confident communicator who can build strong working relationships and represent the school with warmth and professionalism.
We are looking for someone who is exceptionally well-organised, adaptable, and proactive, with the ability to manage competing priorities in a fast-paced environment. You will need to demonstrate outstanding attention to detail, advanced IT skills, and the ability to anticipate needs and solve problems independently. Experience in a similar role is essential.
Above all, you will be a positive and collaborative team player who takes pride in delivering high-quality work and contributing to the success of the school. If you thrive in a dynamic and purposeful environment and are committed to supporting educational excellence within a Christian context, we would love to hear from you.
For further details and how to apply, please visit https://www.bst.ac.uk/applyonline. For any other queries or if you require support with the application, please contact the HR Manager via e-mail jthorpe@bst.ac.uk or call 02890 301551.

Job Description

Duties and responsibilities:

In the first instance, the duties and responsibilities are listed below. Going forward, as the needs 
of the school change or emerge, the duties and responsibilities within this role may also be subject to 
further change.

· To act as the confidential and personal Executive PA to the School Principal and CEO, and occasionally to the wider Senior Leadership Team (SLT).
· To be responsible for the principal’s diary, including making travel arrangements, booking conferences, scheduling of routine meetings, planning and preparations of events, working in collaboration with the other departments or external facilitators, as required.
· To provide reasonable assistance with ad hoc tasks (business and non-business), as requested by the Principal /CEO which allows them to focus on important school priorities.
· To act as ‘front of house’ for the principal, undertaking activities such as filtering telephone calls, receiving documents, correspondence and messages, and taking responsibility for ensuring information is forwarded to the appropriate Manager in an efficient and timely manner. Oversee and manage access to the principal’s emails, and, ensure all correspondence is responded to promptly, accurately and professionally. Anticipate how incoming emails may impact on the principal’s schedule and adjust diary accordingly.
· To provide a high-level secretarial service which will include organising meetings, minute-taking and producing complex documentation in a timely manner and drafting correspondence to a wide range of stakeholders.
· To be responsible for ensuring that agendas/papers are prepared in advance for meetings and that minutes are accurate. Responsible for the dissemination of information either in advance or after the meeting and for following up actions directly with those who have been assigned actions, to ensure that agreed next steps are carried out in a timely manner.
· Use Microsoft Office Suite (Word, Excel, PowerPoint) to produce professional document presentations and maintain accurate records. 
· Provide clear, sensitive, accurate and compelling written and oral communication with internal teams/contacts, external contacts, and other stakeholders. Professionally and accurately represent the principal in all interactions.
· Ensure all electronic and paper-based records are up-to-date and well-organised for easy retrieval, in accordance with GDPR. 
· To assist with the preparation, drafting and production of Board papers, working closely with the Board and Cross-School management team as required.
· To organise and prioritise work efficiently to ensure the smooth running of BST premises on a day-to-day basis, including identifying opportunities to improve administrative procedures and taking the initiative to suggest ways of working more efficiently.
· To co-ordinate the Cross-School calendar.
· Work effectively as part of the team. Liaise with BST staff, ministry partners, Directors and other personnel to ensure smooth coordination of events, meetings, school activities and the building of effective relationships, both internally and externally. 
· To support and co-ordinate school events and conferences, as required, for example staff and student celebrations, Graduation, Chapel gatherings, Catalyst Courses. 
· To assist the principal with large or complex projects and develop strategies to ensure they are a success. This may require some technical proficiency to understand project planning and documentation processes.
· To arrange room bookings, organise hospitality and order stationery and other office supplies and consumables, as required.
· To be the first point of contact for staff ‘cover’ requests.
· Assist the Principal and wider BST team in promoting and selling all BST events.
· Attend BST events/Summer Conferences when/if required.
· To undertake any other duties that can be accommodated within the nature of the post.

[bookmark: Person_Specification]Person Specification


Qualifications:
· Relevant qualifications.

Experience:
· Substantial relevant experience in a similar, senior administrative role.


Skills:
· Technical proficiency in project planning and documentation processes.
· Proficient use of Microsoft 365 - Word, Excel, PowerPoint and Outlook. 
· Excellent communication and organisational skills.
· Ease of collaboration is essential. 
· Ability to remain calm and professional under pressure.
· Strong attention to detail.
· Strong administrative skills and a high level of personal organisation.
· An ability to work within deadlines.
· Good interpersonal and analytical skills.
· Be able to maintain confidentiality and work with discretion. 
· Flexible and self-motivated.
· Resilient and able to work under pressure.
· Reflective, self-critical and adaptable to new ideas for the benefit of the school.
· Ability to use initiative and work independently to deal with routine matters.

Cultural Commitment:

Belfast School of Theology is a Christian institution and as such, all staff must be willing to embrace the overall purpose, ethos, and values of the school in a context where Christian prayer and other expressions of faith are central to the school’s workplace culture and practice. You can read more about this in our Ethos Statement. A copy of the statement will be provided to candidates who accept an invitation to an interview.

Other requirements:
Successful applicants will need to pass the following checks before starting work:
· Right to work in the UK.
· Reference checks.
· Proof of stated qualifications.
· Driver’s license. 
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The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder. It will be subject to regular review and BST reserves the right to amend or add to the accountabilities listed.
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Main Terms & Conditions

Reports to: Principal and CEO

Contract Type: Fixed term contract for one year. During this time, the school will assess whether its short-term need for an Executive PA is a longer-term requirement. 

Working Hours & Pattern: 21.75 hours per week with the ability to work additional hours as required. The typical working pattern will be agreed with the line manager to include occasional evenings and weekends as required.

Location: Main Building, Stranmillis University College. 

[bookmark: Pension_Arrangements:_BST_operates_a_Pen]Salary: £30,160 per annum calculated pro rata.

Pension Arrangements: BST operates a Pension Scheme that meets the requirements of automatic enrolment and which you will be enrolled into, subject to eligibility. The Employer contribution is currently 6%.

Other Benefits: 

· The school is in an exceptionally secure financial position with a significant level of liquidity, providing security for all employees.
· Cycle to Work Scheme with secure facilities for those who cycle.
· A high specification laptop for every member of staff.
· Confidential counselling service.
· A strong Christian ethos.
· A supportive and caring leadership team.
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· An idyllic working environment at Stranmillis University College.
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[bookmark: Guidance_For_Applicants]Guidance For Applicants
Applicants should complete the online application form and return it to the HR Manager (jthorpe@bst.ac.uk) by digitally signing and clicking "Submit". The form includes:

a. Application for Employment.
b. Declaration of Suitability.
c. Monitoring Questionnaire.


Closing date for receipt of applications:
Candidates are encouraged to submit their applications as soon as possible as these will be assessed upon receipt and interviews will take place on a rolling basis. 



Click To Apply Online Now Or visit www.bst.ac.uk/applyonline
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