DOWNSELL PRIMARY SCHOOL

Job Description

Name:

Post:

PA to the Headteacher (Maternity Cover)
Scale:

Downsell Primary School expects all its’ employees to have a full commitment to the Equal Opportunities Policy and acceptance of personal responsibility for its’ practical application.  All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated within the school.

Purpose of the PA job: 

· Provide the Headteacher with highly effective support in managing and leading the school, ensuring that Downsell Primary is presented in the best possible light at all times. 

· To contribute to the overall ethos, work and aims of the school. Appreciating and supporting the role of other professionals, and establishing constructive relationships. 

· Contribute to the delivery of an effective high quality service across the range - liaising with staff, parents, the local community and other agencies on behalf of the Headteacher.

2. DIRECTLY RESPONSIBLE TO: 

The Headteacher 

3. PRINCIPAL ACCOUNTABILITIES AND RESPONSIBILITIES: 

· To provide an efficient and confidential administrative and secretarial service to the Headteacher, including arranging school related travel requirements for Headteacher to meetings and courses. 

· To undertake secretarial work of the Headteacher including word-processing, document publication and assistance faxes etc. including dealing with the head teacher’s emails and using initiative to respond to all questions and emails where possible. 

· Be the point of contact for the headteacher, dealing with all third parties and taking all calls relating to the Headteacher. To use judgement to deal with visitors to the Headteacher who arrive without appointments. 

· Maintain and update the headteacher’s online diary, arrange and prioritise meetings as necessary and ensure that the headteacher is appropriately briefed. 

· Manage verbal and written communications on behalf of, and in conjunction with the Headteacher; ensuring the highest quality presentation of documents which should reflect the school’s ethos. 

· Update the academic calendar and timetables for staff appraisal and all other documents relating to the Headteacher. 

· Receive post in all matters relating to the headteacher and draft letters to staff, parents/carers and all other school stakeholders 

· To open all incoming school mail, the administrative emails and faxes and distribute to the relevant personnel and ensure the timely dispatch of all outgoing correspondence. 

· To oversee the arrangement, organisation and preparation of school events and receptions under the direction of the Headteacher. To provide reception and hospitality for the school visitors meeting the Headteacher. 

· To produce reports for the Governing Body as instructed by the Headteacher and assist in the compilation of Agendas.

· Advise and assist parents with urgent sensitive issues and make arrangements for them to see a senior member of staff.  

· Develop, maintain and monitor manual and computerised records and management information systems on behalf of the headteacher. 

· Carry out research, obtain information, and provide detailed analysis and evaluation data and information, and produce reports and records as required. 

· Carry out administration of complex procedures, including the completion and submission of forms and returns as directed by the Headteacher. 

· Cover reception duties, including dealing with complex issues, letters and visitors as and when required. 

· Provide advice and guidance to staff, pupils and others. 

· Participate in training and development activities and programmes, and attend and participate in meetings as required. 

· Attend training and meetings as and when required, preparing agendas and supporting documentation, taking minutes where necessary. 

· Contribute to the school’s commitment to equality of access to opportunities to learn and develop for all pupils. 

· To carry out such tasks as are commensurate with the duties and responsibilities of the post. Undertaking these duties within Downsell Primary’s  objectives, policies and procedures and promoting the Council’s Equal Opportunities Policy. 

This Job Description may be reviewed at the end of the academic year or earlier if necessary.  In addition it may be amended at any time after agreement with you.

Signature:_________________________________________

Headteacher:_____________________________________

Date:______________________________________________
