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Dear Applicant


Thank you for your interest in becoming part of the Partnerships for Schools (PfS) team. The notes below will provide you with brief information on PfS and the Building Schools for the Future (BSF) programme. For more detailed information about PfS and BSF, please visit www.partnershipsforschools.org.uk and www.dcsf.gov.uk  
You will also find details below on how to make an application.


About Partnerships for Schools
Partnerships for Schools is a Non-Departmental Public Body (NDPB), wholly owned by the Department for Children, School and Families (DCSF, formerly the DfES), but jointly managed by DCSF and Partnerships UK (PUK) under the terms of a Joint Venture Agreement. 
The key role of PfS is to ensure that BSF delivers educational transformation by rebuilding or renewing every single one of England’s state secondary schools. 
PfS helps to build strong Public Private Partnerships (PPPs), enabling the public sector to benefit from the best skills and expertise available in the private sector, and so reaping greater efficiencies and economies of scale.

At the national level, Partnerships for Schools:

· supports local authorities in developing their plans for education transformation to deliver 21st century learning environments which engage and inspire students, teachers and the wider local communities;  
· identifies and disseminates best practice both nationally and locally; 
· develops innovative and effective models of procurement, that will help create long-term Public Private Partnerships and ensuring value for money for the taxpayer; 
· streamlines procurement through the provision of standard documentation; and 
· supports the DCSF in prioritising areas to receive BSF investment; 
Partnerships for Schools works closely with local authorities, providing advice and support on:

· producing their Strategy for Change document, which succinctly articulates how the education and estates strategy is going to meet Ministerial expectations; 
· planning of school places and school organisation to ensure choice, diversity and access;

· developing a long-term strategy for the development of ICT
· guiding them through the procurement process in selecting a private sector partner that will help deliver educational transformation and achieve value for money; 
· overseeing the design and delivery of new and remodelled school buildings; 
· introducing facilities management services; and 
· protecting the public sector investment.
About Building Schools for the Future
BSF is the largest single investment programme in education for over 50 years. It will see every single one of England’s 3,500 secondary schools rebuilt or renewed over the next 15 – 20 years, providing inspirational learning environments that will inspire and engage millions of young people.

Moving away from the previous approach of piecemeal one-off investments into schools, BSF marks a more strategic approach to reforming the entire school estate. As such, local authorities are expected to plan strategically to help deliver national priorities:
· improving diversity, choice and access;
· targeting underperformance;
· personalising learning;
· implementing the government’s 14 – 19 agenda; 
· improving inclusion and integrating Children’s Services in and around schools, as part of the Every Child Matters agenda;
· increasing use of ICT for learning and the management of information www.teachernet.gov.uk/wholeschool/ictis/; and
· implementing workforce reform.
Working for PfS

In working for PfS you will be able to make a real difference to local communities and the national landscape of education.
PfS currently has around 120 staff, based across England, with a main office in central London.  This is a still a relatively ‘young’ organisation which operates in a unique manner at the interface between central and local government. 
This is a short-term appointment (until end March 2009) and an exciting opportunity to experience working for a Non-Departmental Public Body on a flagship government programme. This would be an ideal secondment opportunity for a graduate with experience of working for a public body and some knowledge of the BSF programme.

The Role and Requirements – Corporate Projects Assistant (Temporary) – Chief Executive’s Office
Overall Job Purpose

PfS requires temporary support until April 2009 for the Chief Executive’s Office on a number of high profile corporate projects and ongoing support for the PfS Chief Executive and senior management team in the absence of the Executive Assistant to the CEO during late December 2008 and early January 2009. This role would suit a graduate with 2-3 years of work experience who is looking for an opportunity to experience working for a high-profile and fast-growing organisation operating at the interface between central and local government.
Key Responsibilities
The post holder will act as lead co-ordinator of the Major Projects Review Group (MPRG) study for PfS, under the direction of the Executive Assistant to the Chief Executive. The post holder will be expected to work independently and to form positive relationships with internal and external stakeholders, including colleagues in the Department for Children, Schools and Families. 
The post holder will be required to work directly to the Chief Executive in the absence of the Executive Assistant and to take on a number of responsibilities, including contributing to the planning and co-ordination of the PfS Board Away Day; liaison with the senior management team and support in the development of PfS’ annual Business Plan. The role will also involve supporting the Director of Operations in the co-ordination of a number of key operational forums for the BSF programme.
The role requires an energetic and enthusiastic self-starter who is extremely organised and who is able to juggle priorities and work on their own initiative. An ability to work on tasks at a variety of levels is required, as is attention to detail and the ability to produce high quality work to tight deadlines. Applicants should be resourceful and responsive and, ideally, would have an understanding of the Building Schools for the Future programme.

	Education, training & qualifications



	
	Essential

· Educated to GCE A Level standard or equivalent 

	Desirable

· Higher qualification or degree

· Further qualification or evidence of professional development in management or project management 

	Knowledge



	
	Essential

· Some basic knowledge and understanding of the Building Schools for the Future Programme
· Knowledge of basic research and project management approaches
	Desirable

· Detailed understanding of the Building Schools for the Future Programme

· Knowledge of central and local government and their procedures



	Skills and abilities



	
	Essential

· Excellent communication skills, both verbal and written
· Ability to research and produce high quality written reports
· Ability to analyse complex information and present key messages in verbal and written format
· Substantial organisational skills

· Substantial levels of IT literacy, including word processing, spreadsheet and database software applications
· Ability to interact with a  wide range of stakeholders, including those at a senior level
· Ability to oversee and co-ordinate programmes of activity with minimal oversight
· Proven ability to manage confidential issues with discretion, including politically sensitive matters

· Significant problem solving ability 

	Desirable

· Skills in application of project management tools
· Proven ability to chair and organise meetings
· Presentational skills using a range of media including software applications (e.g. MS Power Point)


	Experience



	
	Essential

· Experience of working with multiple stakeholders, including securing results from people outside of direct line management

· Successful research and project management experience

· Experience of management and co-ordination of corporate projects

	Desirable

· Evidence of successfully managing a review or inspection process
· Experience of working with colleagues at senior levels within an organisation


	Other



	
	Essential

· Proven ability to establish and maintain positive and effective working relationships

· High degree of political sensitivity

· Ability to apply skills and knowledge to new situations

· Ability, willingness and enthusiasm to work flexibly and seek creative solutions to challenging situations


	Desirable




General Information:
Reporting Line:

Executive Assistant to the Chief Executive
Salary:


£27,000 -£35,000k per annum pro rata  
Hours of work:

40 hours per week, 9am – 6pm with 1 hour for lunch  

Place of work:

Westminster, London

Holiday entitlement:
25 days per annum pro rata plus bank holidays

Start Date:


To be agreed on appointment, but it is expected that the successful 




applicant would be available to work from w/c 15 December 2008 and 




that they would be available during the w/c 29 December 2008 and w/c 5 



January 2009
How to Apply (see Annex A)
If you wish to apply for this position, you need to provide the following information:
· A completed Personal Details form with daytime and evening telephone numbers (these will be used with discretion); 
· A Personal Statement that provides evidence against each bullet point on the ’Key skills/knowledge and experience’ description set out above. Your statement will need to describe why you feel you have the relevant skills/knowledge and experience for this position and what you feel you can bring to this post to make a real difference;

· A comprehensive ‘targeted’ CV outlining your previous roles, responsibilities and achievements in the organisations in which you both currently and have previously worked, again with the skills/knowledge and experience requirements of this post in mind; and
· A completed Equal Opportunities monitoring form

The completed forms should be sent by email to recruitment@partnershipsforschools.org.uk 
When sending in your application, please include your name as the subject of the covering email, e.g. Application J Smith – Finance Officer
Closing date for applications      Monday 8 December 2008
You will be advised on the progress and outcome of your application at each stage, as appropriate.  If you have any problems with the email, or any queries during the process, please contact Bridget Dean, HR Manager, on 020 7273 8357

Interviews to take place on the afternoon of Thursday 11 December 2008
Annex A
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APPLICANT’S REFERENCE NUMBER

(FOR OFFICE USE ONLY)
	
	
	


Corporate Projects Assistant (Temporary) – Chief Executive’s Office, Partnerships for Schools
Personal Details

	Title:  
Mr    (            Mrs     (                Miss    (            Ms     (       
Other (please specify): 

	Name :


	Address (including postcode):



	Contact telephone number (daytime and evening):




Offenders 
Have you ever been convicted of a criminal offence? (Declaration subject to the Rehabilitation of Offenders Act 1974)      No / Yes (Please specify)
DECLARATION
I declare that this application form has been completed by myself and all the information I have given on this application form is true to the best of my knowledge and belief. I understand that my application may be rejected and/or that I may be dismissed if I have given false information or withheld relevant details.


SIGNED







DATE
NAME
	Personal Statement 

	(this box will expand as required)



Insert CV here

Equal Opportunities Monitoring Form
PfS is committed to the successful development of an equal opportunity policy in relation to all aspects of employment. To assist us implement and monitor this policy appropriately, applicants are asked to complete the information below.
This form will be retained securely in the HR Department and separated from your application form.  It will not be made available to the short-listing panel.

Role applied for:  _____________________________________________________

Where did you find out about this role?  __________________________________
1. Ethnicity

Please choose ONE Section from A to E that most closely represents your cultural background and indicate by highlighting the appropriate category.

A WHITE


 B MIXED 



C ASIAN or ASIAN BRITISH
British



White and Black Caribbean

Indian

Irish



White and Black African 

Pakistani

Other



White and Asian


Bangladeshi

(Please specify)

Any other mixed Background 
Any other Asian Background





(Please Specify)


(Please specify)

D BLACK OR BLACK BRITISH
 
E CHINESE***

Caribbean 




Chinese

African 




Any other Chinese Background
Any other Black background 


(Please specify)

(Please specify) 




2. Gender 
Male  
 
Female 
3. Age 
16-19 

20-29 

30-39 

40-49 

50-59 

60+ 
4. Disability

The Disability Discrimination Act 1995 outlines the definition of a disability as “A physical or mental impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities”.
I consider myself to be disabled 

I do not consider myself to be disabled 
PfS welcomes applications from individuals with a disability. If you have any requirements to enable you to attend an interview or if you wish to discuss any concerns about your disability in relation to the job or the short-listing process please contact Bridget Dean, HR Manager on 020 7273 8357 in confidence.
5. Religious Belief   
(Optional. This question is asked to ensure compliance with the Employment Equality (Religion and Belief) Regulations 2003.  You may choose to leave it blank).
Thank you for completing this form. Please return it with your application form.
� EMBED PI3.Image  ���





� EMBED PI3.Image  ���








_1206253752.bin

