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Whitehall Primary 
PA to the Headteacher

Person Specification
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             Qualifications and Training
· Good standard of general education (minimum GCSEs including English and Maths, or equivalent)
· Evidence of professional development relevant to the PA/administrative role

         Experience
· Previous experience in a similar PA or senior administrative role
· Experience of working within a school or educational environment (desirable)
· Experience of managing confidential information

            	 Skills and Knowledge
· Excellent written and verbal communication skills
· Strong organisational and time management skills
· High level of IT proficiency (Microsoft Office and related applications)
· Ability to deliver efficiently to a high standard, often under pressure
· Ability to work independently and as part of a team
· Understanding of the importance of safeguarding and confidentiality

                  Personal Qualities
· Smart, quick-witted, and proactive in approach
· Discreet and trustworthy, with a professional manner at all times
· Approachable, friendly, and able to build effective working relationships
· Flexible, adaptable, and committed to continuous improvement
· Commitment to upholding the ethos, values, and policies of Whitehall Primary School
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