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	ORCHARDS ACADEMY JOB DESCRIPTION
HEADTEACHERS PA/SCHOOL SECRETARY


	Job Title:  
Headteachers PA and School Secretary
	Responsible to:  Headteacher
	Hours per week: 37

	Generic Duties and Responsibilities

	To support and follow the Academy’s policies by:

· Proactively promoting excellent working conditions and working to promote support systems for the staff and the Academy.

· Be committed to safeguarding and promoting the welfare of children and young people
· Promoting positive partnerships.
· Maintain awareness of and commitment to the Academy’s equal opportunities policy in relation to both employment and service delivery.

· To ensure full compliance with the Health and Safety at Work Act, Data Protection Act and other relevant legislation.

	Specific Aims and Objectives

	· To ensure all the designated tasks in the management of the HT’s role are carried out to the benefit of the Senior Management Team/wider school.

	Professional Duties

	Clerical 
· The school prospectus is updated as and when required.
· The school calendar is maintained and updated as required.
Headteacher
· Process Headteacher’s mail and e-mail on a daily basis

· Support the Headteacher with school events

· Typing of references, confidential reports etc.

· Upkeep of Headteacher’s daily diary

· Negotiating strategies with external agencies on the Headteacher’s behalf

· Composing letters on the Headteacher’s behalf

· Updating the SEF and SDP as requested

· Managing the Academy profile with the Headteacher
· Supporting the Clerk to Governors with in-house clerical updates
· Writing press releases and arranging promotional events

· Assisting the Headteacher in writing reports and analysing data 

· Ensuring effective, branded marketing communications including the Academy website, print communication and advertising
· Under the direction of the Headteacher, prepare external exclusion letters, communicate with parents and maintain exclusion records on SIMS.

· To organise the review process of school policies in a timely and effective manner

School Secretary

· To take the lead and manage annual admissions

· To manage the school website and social media accounts

· To organise the admin of the PMR process
· To manage all aspects the school planners

· To collate and manage casual admissions and admissions through the NIF panel

· Update staff handbook and staff list
· To manage and organise whole school events such as school photos, prize giving, target setting and Open morning
Senior Leadership Team

· Provide administrative support for Senior Leadership Team
· Support the Senior Leadership Team with statutory returns
· Take minutes of leadership meetings
· Any duties deemed reasonable by the Headteacher.

Person Specification

· Proficient with Microsoft Office software including Word, Excel and Outlook

· Excellent oral and written communication skills

· Effective problem solving skills

· Careful attention to detail

· Ability to work effectively both individually and within a team environment

· Ability to reach goals and deadlines

· Excellent organisational skills

· Ability to seek challenges and have a high level of motivation

· Ability to work to deadlines and under pressure

· A creative and innovation problem solver
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