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	Job Title:
	Executive Coordination & Assurance Officer
	Reporting to:
	Principal (Initially)

	Position:
	Support 
	Grade:
	DA8



	Purpose



To provide a broad range of effective and efficient administrative support and coordination to the Principal and Senior Leadership Team. The role will also coordinate the review, development and operation of robust reporting arrangements for projects including Raising Income through Skills and Education (RISE) and Training Access Fund (TAF), supporting the College to meet Scottish Funding Council requirements and demonstrate delivery, expenditure and impact. The post-holder will work alongside the current Executive Team Coordinator supporting any handover or holiday cover.

	Accountabilities / Areas of Responsibility



Summary of Duties:
1. Support the Principal and Senior Staff
· Work with the Principal, Executive Team and members of the Senior Leadership Team to prioritise activity and allocate work effectively.
· Provide confidential and discreet administrative support and assistance directly to the Principal and Executive Team, ensuring a consistently high level of professionalism.
· Maintain regular and effective communication within the Executive Team so that members are supported to undertake their roles.
· Act as a first point of contact for third-party enquiries, resolving or referring queries to the appropriate manager or team.
· Devise, implement and evaluate systems of work that support the Principal and Executive / Senior Leadership Team.
· Manage and coordinate calendars and meeting bookings, acting as the first point of contact for appointments and organising papers, venues, accommodation and travel, and providing accurate minutes or action notes where required.
· Provide support to the Board Chair and Board of Management when required.
· Process invoices and monitor expenditure against Executive Team and designated project budgets.

2. Transition and Service Continuity
· Work alongside the Executive Team Coordinator during agreed crossover periods and holidays to ensure the seamless handover of calendars, contacts, recurring meetings, deadlines, protocols and live actions.
· Document essential procedures and maintain accessible handover records so that key Executive Office activity continues without interruption.
· Identify immediate service risks, gaps or duplicated activity during transition and agree proportionate improvements with the Principal.

3. Liaison and Communication
· Liaise with relevant stakeholders at senior and government level, ensuring timely, effective and professional communication.
· Liaise with College staff on matters relevant to the Principal and Executive Team.
· Provide reports, minutes and updates for cross-College strategic groups, external committees and key stakeholder returns.
· Publish, manage and maintain key communications on the Staff Portal and ensure the All Staff mailing list is used correctly and effectively, in line with the Internal Communications Policy.


4. Project Reporting, Coordination and Assurance
· Provide high-level coordination, reporting and assurance support for projects and externally funded initiatives within the Principal and Executive Team’s remit, including programmes such as RISE and TAF. 
· Interpret funding conditions, guidance and reporting requirements, translating these into clear delivery plans, reporting schedules, responsibilities and evidence requirements. 
· Work across curriculum, finance, data, student services and other relevant teams to coordinate accurate and timely performance, learner, financial and outcome reporting. 
· Establish and maintain proportionate, auditable systems, records and evidence trails that demonstrate compliance, expenditure, delivery, impact and progress against agreed outcomes. 
· Prepare reports, returns and assurance information for senior management, funders and external stakeholders, identifying and escalating risks, underspends, data gaps or missed deadlines. 
· Monitor changes to external requirements and recommend practical improvements to College reporting, governance and assurance processes.
5. Confidentiality and Information Governance
· Liaise with staff and key stakeholders on behalf of the Principal and Executive Team, often handling sensitive and confidential matters.
· Maintain confidentiality and diplomacy in all aspects of Executive Office administration.
· Handle personal, financial and organisational information securely and in accordance with data protection, records management and information security requirements.

6. Health, Safety and Wellbeing
· Ensure all tasks are carried out in accordance with College health, safety and wellbeing policies and procedures to maintain a safe working environment.

Notes on Duties and Responsibilities
The duties and responsibilities in this job description give a broad indication of the variety of tasks the post holder may be asked to undertake. It is not an exhaustive list, and the post holder may be asked to carry out other duties commensurate with the grade. The job description may be amended to reflect changed circumstances, following appropriate consultation.

From time to time, some or all working time may be assigned to externally funded projects.
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	Experience

	Essential
· Proven administrative experience supporting a senior management or leadership team.
· Experience of senior stakeholder management and engagement.
· Experience of coordinating complex information, deadlines and contributions from multiple teams.
· Experience of preparing accurate reports, returns, minutes or governance documentation.
· Experience of handling confidential and sensitive information.

	Desirable
· Experience in further or higher education, public services or another regulated environment.
· Experience of externally funded programmes, learner-data reporting or financial monitoring.
· Project-related support and coordination.
· Experience of working with trade unions.



	Education and Qualifications

	Essential
· HNC Administration and Information Technology, or an equivalent SCQF-level qualification; relevant experience will also be considered.
	Desirable
· Relevant degree.
· Project management qualification.
· Data protection, information governance or data-management training.




	Skills / Ability

	Essential
· Strong organisational, planning and prioritisation skills, with the ability to manage competing deadlines.
· Proficiency in Microsoft 365, including Outlook, Word, Excel, PowerPoint and Teams.
· Excellent written and verbal communication skills, including the ability to present complex guidance clearly.
· Senior staff calendar, meeting and resource management capability.
· Ability to establish and streamline systems and processes to improve efficiency, control and auditability.
· Strong attention to detail and confidence working with learner, performance and financial information.
· Ability to interpret guidance, identify reporting implications and translate requirements into practical actions.
· Ability to quality-assure information, reconcile inputs from different sources and escalate gaps or risks appropriately.
· Ability to engage effectively with people from a wide range of professional and personal backgrounds.

	Desirable
· Advanced Excel, AI or equivalent data-management skills.
· Knowledge of SFC reporting and/or college management information systems.
· Understanding of child poverty, employability or widening-access policy.



	Personal

	Essential
· Motivated, flexible and committed to customer care and quality.
· A collaborative team player who can also work independently and use initiative.
· Calm and dependable under pressure, with sound judgement and a solution-focused approach.
· High standards of confidentiality, diplomacy, integrity and professional discretion.
· Commitment to equality, diversity and inclusion and to supporting learners facing barriers.

	Desirable
· Driving license.
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EMPLOYMENT INFORMATION
SUPPLY SUPPORT POSTS



Superannuation
Support staff of Dundee and Angus College automatically join the Local Government Pension Scheme administered by Dundee City Council.  Contributions are based on pensionable earnings in line with the Local Government Pension Scheme.  This is a career average salary pension scheme with a tiered employee contribution rate.

Hours of Work
Hours of work will be variable.  Your salary however, is based on 35 hours per week and hence there is no further payment made until after 35 hours have been worked.  

Sickness/Absence
If due to illness you cannot work hours that have already been offered, you are entitled to Statutory Sick Pay, if eligible.  If an employee has insufficient National Insurance contributions they may not be eligible for SSP. Self-certificate forms and/or doctor's medical certificates will be required at all times.

Remuneration
The rate of remuneration will be in accordance with the provisions of collective agreements reached from time to time.  This includes agreements reached by the National Joint Negotiating Committee and by the local College Joint Negotiating Committee.  

Salary will be in the range of £19.36 - £20.84 per hour.

Location
We have 3 campuses: Kingsway Campus which includes the Space, Gardyne Road Campus and Arbroath Campus.  Staff may be requested to work at any of the Dundee and Angus College campuses. Reimbursement is available for essential travel between campuses.  

Please note that this post is based at Kingsway Campus.

Disclosure
Successful candidates will be required to complete a PVG Scheme Record under the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007.  

Staff Development and Training
Dundee and Angus College is committed to the continuous development of its staff in order to meet strategic, operational and team objectives.  The College recognises that whatever post is held, there will be times when additional training and support may help staff continue to do their job effectively and to the quality standards required.

Staff will be expected to attend regularly, a variety of internally organised Continuous Professional Development and Staff Development events – ranging from generic training to curriculum development to legislative updates.  

Staff can also apply for external staff development programmes and courses providing the development is categorised as enhancing the needs of the College or Curriculum, as well as meeting personal development needs.
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