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JOB DESCRIPTION
Personal Assistant to the Headteacher 
36 hours per week, 47.6 weeks per year
Pay Scale S01
	
Responsible to:        Headteacher                        

Support for the Headteacher

1. Provide a full PA service to the Headteacher – drafting, writing, and typing correspondence and confidential reports - maintaining confidentiality and demonstrating awareness of GDPR commitments.
2. Opening, sorting, and prioritising the Headteacher’s correspondence.
3. Be the first line of contact for the Headteacher, managing calls, emails, correspondence and queries.
4. Be the first line of contact for all the Headteacher’s visitors, ensuring they are welcomed in a polite, friendly and professional manner.   
5. Attend confidential staff and student meetings as directed, taking notes, preparing documentation, and distributing to relevant parties under the direction of the Headteacher. 
6. Liaise and communicate with a variety of stakeholders on behalf of the Headteacher such as governors, staff, parents, students, Local Authorities, unions, and members of the extended school community.
7. Process exclusion documentation, ensuring records are timely and accurate, providing summary data as directed.
8. Assisting with staff recruitment process.
9. Maintain the electronic diary for the Headteacher, arranging appointments as appropriate, and ensuring that the Headteacher is fully briefed and prepared. 
10. Ensure that matters arising from meetings are followed up and commitments and actions carried out within agreed timescales and deadlines.
11. Develop and maintain the Headteacher’s filing system.
12. Prepare agendas for meetings and ensure all attendees receive the relevant correspondence in advance.
13. Carry out research for the Headteacher as required.
14. Arrange hospitality requests for any events/meetings involving the Headteacher.
15. To book and organise conferences on behalf of the Headteacher, organising travel arrangements, as necessary.

Other responsibilities
1. Be aware of and comply with policies and procedures relating to safeguarding, equal opportunities, behaviour for learning, health and safety, confidentiality and data protection, reporting all concerns to the appropriate person.
2. Play a full part in the wider life of the school, carrying out duties as part of the school duty rota.
3. A commitment to the development of young people
4. Show understanding of and commitment to the overall ethos and aims of the school.

In addition to the specific responsibilities of the post, you will be expected, as a senior member of staff to assist with other tasks as allocated commensurate with the grade of the job.
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PERSON SPECIFICATION & SELECTION CRITERIA
Personal Assistant to the Headteacher 


1.   Experience 
a) Evidence of a range of experience relevant to job description.
b) Management of a demanding workload
c) Evidence of being able to use own initiative, work unsupervised and as part of a team.
d) Familiarity with school computer administration systems – SIMS (Desirable but not essential)

2.   Education and Training
a) Appropriate qualifications to level 2 such as GCSE/RSA/City and Guilds/BTEC/NVQ or suitable alternatives.
b) Willingness to undertake training in relation to the post.

3.   Skills
a) Excellent organisational ability.
b) Excellent communication skills (oral and written).
c) Excellent inter-personal skills on telephone and face to face with adults and students.
d) Able to organise and prioritise own work.
e) Able to work as part of a team and lead teams when required.
f) Able to maintain confidentiality.
g) Able to learn new skills and routines.
h) Computer-literate across a range of software.

4.   Personal Qualities
a) Excellent attendance and punctuality.
b) Hard working, flexible and reliable.
c) Honesty and integrity
d) Able to absorb pressure, coping under pressure in stressful situations.
e) A genuine commitment to the improvement and wellbeing of young people
f) A desire to be involved in the wider life of the school.
g) A commitment and willingness to continue own professional development and that of colleagues.
h) An understanding of and a commitment to the promotion of equality of opportunity in all aspects of school life.

5. Safeguarding
A strong commitment to ensuring young people stay safe, an understanding of good practice in relation to this and the implications for this post. 
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