

JOB DESCRIPTION:   PA to the DEPUTY HEADTEACHERS
36 Hours – Term Time Only
Scale 5 + Outer London Allowance

Responsible to:     Deputy Headteacher
                               
Main Purpose of Job
Assist the Deputy Headteachers (DHT) and other members of SLT in their administrative and organisational functions by providing a range of secretarial, clerical and administrative tasks. 

Main Tasks: (To be reviewed annually)
1. Provide general and confidential clerical services to the Deputy Headteachers.
2. Deal with enquiries and correspondence - copying relevant information to Senior Leaders as required including sensitive handling of confidential material.
3. Develop and maintain filing systems including confidential files.
4. Communicate on behalf of senior leaders by phone and in writing.
5. First point of contact for DHT telephone calls
6. Minute taker at meetings as required - some of these may be out-of-hours.

Specific Tasks: (To be reviewed annually)
1. Support the Deputy Headteachers in carrying out Quality Assurance activities, questionnaires, attendance awards, parental engagement, progress monitoring, information advice and guidance interviews with students.
2. Administration and first point of contact for mid-year admissions
3. Support with administration of student attendance 
4. Support the Safeguarding Team with record keeping and administration
5. Support the Educational Visits Co-ordinator with the safe planning and implementation of school visits.
6. Support with the administration of school based staff training

General
1. Undertake appropriate training.
2. Act as first aider to staff and students.
3. Participate in personal and team reviews.
4. Contribute to team meetings and group projects
5. Carry out duty around the school site
 
In addition to the specific responsibilities of the post, you will be expected, as a member of the Administrative Support Team, to assist with administrative tasks as and when required. 
1. Answering telephone calls 
2. Providing Reception cover
3. Assisting with any other duties and tasks commensurate with the grading of the post 






PERSON SPECIFICATION AND SELECTION CRITERIA
PA to the DEPUTY/ASSISTANT HEADTEACHERS

1.   Experience 
· Experience relevant to the job description.
· Evidence of being able to work unsupervised and on own initiative
· Experience of working with young people 
· Familiarity with school computer administration systems – SIMS (Desirable but not essential)

2.   Education and Training
· Appropriate and relevant qualifications
· Willingness to undertake training in relation to the post.

3.   Skills
· Highly organised.
· Minute taking from meetings.
· Office skills: Word processing, spreadsheets, Filing, photocopying.
· Team player and self-directed 
· Able to deal with confidential information and maintain confidentiality.
· Good communication skills (oral and written).
· Highly developed inter-personal skills on telephone and face to face.

4.   Personal Qualities
· Excellent attendance and punctuality.
· Hard working, flexible and reliable.
· Honest and trustworthy
· Open minded, keen to leaner and develop
· Well presented
· Able to cope under pressure and deal with stressful situations.
· A genuine commitment to young people, and high expectations for their progress and welfare.
· A desire to be involved in the life of the school generally.
· An understanding of and a commitment to the promotion of equality of opportunity 

5.   Safeguarding
· A commitment to ensuring young people stay safe and an appreciation and understanding of the principles of safeguarding. 
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