Whitehall Primary 
PA to Headteacher

	Whole school area of accountability:
Grade:
	[bookmark: _GoBack]PA to the Headteacher
Scale 5-6 depending on experience 
Term time only 8:30-4:00/4:30

	Responsible to:
	Head teacher and School Business Manager



Job Description: Personal Assistant to the Headteacher
Salary: (To be confirmed)
Contract: Full time, term time only
Location: Whitehall Primary School (London, E4)

Main Purpose of the Role:

To provide high-quality, confidential and proactive administrative and organisational support to the Headteacher. Work in partnership with members of the Senior Leadership Team (SLT) to ensure the smooth operation of the school, demonstrating discretion, efficiency, and professionalism at all times.

Key Responsibilities
· Provide comprehensive administrative support to the Headteacher, including diary management, correspondence, and meeting organisation
· Act as a first point of contact for internal and external enquiries, demonstrating discretion and professionalism including confidential personnel matters 
· Prepare and distribute agendas, take accurate minutes, and follow up on actions for SLT and other meetings
· Manage confidential and sensitive information with the utmost discretion
· Work in partnership with SLT members to support their roles and the wider objectives of the school
· Coordinate and prioritise tasks to ensure efficient workflow and high standards of delivery
· Draft letters, reports, and documentation on behalf of the Headteacher
· Organise school events, visits, and appointments as required
· Maintain accurate records and filing systems, both electronic and paper-based
Undertake any other duties as required by the Headteacher or SLT to support school operations including confidential personal matters


Personal and professional conduct 
· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community
· Respect individual differences and cultural diversity 
· Demonstrate commitment to the well-being and progress of all pupils in school
· Have a commitment to excellent inclusive practice. 
· Be trustworthy and reliable
· Demonstrate clear understanding of confidentiality
· Willingness to work as part of a team 
· Flexibility and creativity in problem solving
· Use of initiative and excellent time management/prioritisation skills


The postholder is required to be flexible in their approach to work, with a positive attitude and will be expected to cover for colleagues when necessary. Act as an integral part of the operations team and, as such, to make a contribution to the overall aims of the school, working within agreed policies and procedures

Any other duties as directed by the Headteacher and School Business Manager or senior team and relevant to the post and to undertake additional duties and responsibilities that may arise from time to time, commensurate with the scope and grade of the post

To apply:
Please download the application form from our website or contact the school office for more information.

Safeguarding and Equality:
Whitehall Primary School is committed to safeguarding and promoting the welfare of children. All appointments will be subject to a satisfactory completion of safeguarding checks.
We are committed to creating a diverse workforce and welcome applications from all qualified candidates.

