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Job Description

Private Secretary and Strategic Office Lead to the CEO

Title of Post:		Private Secretary and Strategic Office Lead to the CEO

Section:		Executive Office

Reporting to:		CEO

Grade:			PO4 

Hours:			36 hours per week, 52 weeks per year

Location:		Uxbridge, with travel across Group sites as required


MAIN SCOPE OF POST

The Private Secretary and Strategic Office Lead to the Chief Executive Officer (CEO) provides strategic, operational, and executive support to the CEO, ensuring the effective delivery of organisational priorities.

The post-holder will act as a trusted advisor, co-ordinator, and delivery partner, ensuring that the CEO’s time, decisions, and priorities are translated into clear action and organisational impact.

The role combines strategic project delivery, executive coordination, executive governance support, senior stakeholder engagement, and high-level executive office management.


DUTIES:

Strategic Delivery and Change
1. Support the CEO in translating the Strategic Plan into clear programmes, projects, and delivery milestones.
2. Maintain oversight of strategic initiatives commissioned by the CEO, ensuring progress, accountability, and timely escalation of risks.
3. Develop and maintain project dashboards, action trackers, and reporting frameworks.
4. Coordinate cross-functional activity across EMT, SLT, and project leads.
5. Identify risks, interdependencies, and delivery barriers, escalating as appropriate.
6. Support organisational change initiatives and implementation of new ways of working.
7. Monitor strategic project budgets where applicable, supporting financial accountability and effective resource use.

Private Secretary Support to the CEO
8. Provide proactive strategic support to the CEO focused on priorities, decision-making, and executive effectiveness.
9. Act as gatekeeper to the CEO’s office, exercising judgement on competing priorities, correspondence, and access.
10. Prepare concise briefing notes, summaries, and decision papers to support CEO meetings, engagements, and decisions.
11. Ensure decisions, commitments, and actions arising from CEO meetings are accurately recorded, delegated, and tracked.
12. Anticipate emerging issues and ensure the CEO is sighted on risks, opportunities, and matters requiring intervention.
13. Commission information, analysis, and advice on behalf of the CEO, drawing on internal expertise as required.
Executive Office Management
14. Manage the CEO’s strategic diary, ensuring alignment with organisational priorities and effective use of time.
15. Ensure meetings are properly prepared with agendas, papers, briefings, and logistical arrangements in place.
16. Coordinate internal and external engagements, ensuring professional preparation and follow-up.
17. Attend meetings as required, capturing key discussions, decisions, and actions, and overseeing follow-up.
18. Manage CEO correspondence and delegated responses with discretion, accuracy, and appropriate judgement.
Executive Management Operating System
19. Co-ordinate the operational rhythm of EMT and SLT, ensuring priorities, actions, and decisions are clearly recorded and progressed.
20. Maintain action logs, decision trackers, forward planners, and escalation systems.
21. Ensure matters requiring CEO input or oversight are brought forward at the appropriate time.
22. Support effective governance and alignment of executive priorities across the organisation.
23. Analyse information with a strategic lens to identify risks, dependencies, and emerging priorities.
Stakeholder and Governance Support
24. Build effective and credible relationships with EMT, SLT, Governors, and key external stakeholders.
25. Support preparation of papers and briefings for Board, Committees, and strategic meetings.
26. Organise and support strategic workshops, executive briefings, and leadership events.
27. Represent the CEO’s office with professionalism, discretion, tact, and diplomacy.
28. Ensure CEO decisions and organisational priorities are communicated clearly and progressed appropriately.
Documentation, Reporting and Information Management
29. Maintain clear and proportionate project and executive documentation, including plans, reports, risk registers, and action logs.
30. Provide regular updates to the CEO and relevant senior stakeholders, highlighting progress, challenges, and mitigating actions.
31. Maintain secure and well-organised systems for confidential records, reports, correspondence, and meeting documentation.
32. Ensure compliance with GDPR, governance, and information security requirements.

Safeguarding Children and Vulnerable Adults
33. Understand and comply with safeguarding legislation and ensure that best practice is embedded in all working practices as required.
34. Demonstrate commitment to safeguarding and promoting the welfare of children and vulnerable adults in all aspects of the role.
General
35. Be aware of, and comply with, legislation and competence standards relevant to the work of the Executive Office.
36. Understand and comply with all College policies, including the policy to promote Equality of Opportunity.
37. Be conversant with Health and Safety and Safeguarding requirements.
38. Participate in the Staff Learning and Development, Review and Appraisal Scheme.
39. Undertake such duties and/or hours of work as may reasonably be required, commensurate with the grade and general level of responsibility.
40. Carry out all other duties as may be reasonably required.

Further Education is an ever-changing service, and all staff are expected to participate constructively in College activities and adopt a flexible approach to their work. This job description will be reviewed through the appraisal process and may be varied in light of business needs.















Private Secretary and Strategic Office Lead to CEO

Person Specification 

	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	1. Degree-level qualification or equivalent professional experience
	
	
	AF/Cert

	2. Strategic project management or executive office management experience
	
	
	AF/IV

	3. Project management qualification, such as PRINCE2, APM, MSP, or equivalent
	
	
	AF/Cert

	4. Experience within education, public sector, or regulated environments
	
	
	AF/IV

	5. Significant experience supporting a CEO or equivalent senior executive
	
	
	AF/IV

	6. Experience of co-ordinating and managing complex/transformational organisational priorities, projects, or workstreams
	
	
	AF/IV

	7. Experience of preparing strategic briefings, reports, minutes, summaries, and decision papers
	
	
	AF/IV/T

	8. Experience managing competing priorities in a fast-paced senior environment
	
	
	AF/IV

	9. Experience influencing and working with senior stakeholders
	
	
	AF/IV

	10. Experience supporting Boards or governance committees
	
	
	AF/IV

	11. Excellent political awareness, judgement, discretion, and confidentiality
	
	
	AF/IV

	12. Strong analytical and strategic thinking skills
	
	
	AF/IV/T

	13. Excellent written and verbal communication skills
	
	
	AF/IV/T

	14. Ability to challenge constructively and influence at senior level
	
	
	AF/IV

	15. Advanced Microsoft Office capability
	
	
	AF/IV/T

	16. Resilient, calm under pressure, highly organised, proactive, and solution-focused
	
	
	AF/IV

	17. Strong attention to detail
	
	
	AF/IV

	Competencies
Support staff should be able to demonstrate competency in all of the following areas:
a. Communication
b. Planning and Organising
c. Working Together 
d. Customer Services
e. Adaptability/Flexibility

	




	
	



AF/IV



*Evidence of criteria will be established from:
AF = Application Form     IV = Interview     T = Test (Skills test)    Cert = Certificates checked
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