
Goldwyn School
Job Description: PA to Principal/Clerk to Governors

Employed For:		37 hours per week; term time only (39 weeks) 

Hours of Work:	8.30am - 4.30pm Monday to Thursday 8.30am – 4.00pm Friday (½ hour unpaid lunch break).  Flexibility required to accommodate meetings

Responsible To:		Principal

Responsible For:	Oversight of the reception team

Job Purpose:	To provide high level administrative and organisational support to the Principal and ensure the effective operation of governance within the school.
To be responsible for GDPR compliance and data protection across the school.

PERSONALITY AND KEY SKILLS
· Professional and confident in dealing with people at all levels and the ability to deal with difficult situations, maintaining confidentiality and discretion.
· Ability to work in a busy environment, as part of a team and remain calm under pressure.
· Good organisational skills, with strong attention to detail, accuracy and an ability to multi-task and prioritise.
· Ability to think ahead and be proactive, along with the ability to meet deadlines.
· A lively, cheerful personality, with the ability to be flexible during busy periods and to work as part of a team
· Good literacy skills to prepare correspondence and reports are vitally important. 
· Confident and experienced in MS Office/Word/Excel/PowerPoint, good typing skills, Outlook and mail merge experience preferred.
· Ability to manage diary confidently and ideally have some experience at organising events.
· Proven experience in a senior administrative role within a school environment.
 
CORE PURPOSE OF THE ROLE
· To generate an environment of efficiency and provide a warm welcome at all times.
· To act as first line contact for the Principal, with staff, parents and carers, students, governors and external professionals.
· Apply professional judgement and confidentiality when managing communications, ensuring they are responded to, or dealt with by the appropriate person.
· To show absolute confidentiality and discretion at all times.
· To cover routine events or emergencies with confidence.
 
 PA TO PRINCIPAL 
· To plan and deliver administrative, support functions, as determined by the Principal, to meet current and future operational needs of the school. 
· To arrange and record Principal’s appointments ensuring all parties are aware of arrangements and organise all papers, documentation and hospitality requirements so that meetings run efficiently.
· To develop systems and processes to meet operational needs and to ensure the high quality of information held.
· Management of minutes and agendas for those committees that the Principal attends or convenes including taking minutes.
· Resolve any issues to ensure that effective administrative services are maintained. 
· To provide advice and guidance to colleagues, governors and parents/carers with regard to the school’s policies, processes and services provided, including creating or adapting these where necessary to meet the needs of the school. 
· To set up and manage the whole school calendar and diaries ensuring that there are no clashes
· Work closely with the Principal on staffing matters.

WHOLE SCHOOL COMMUNICATIONS MANAGER: 
· Oversee all whole school communications including the website and social media	(LinkedIn) 
· Reviewing draft letters from staff to ensure accuracy and consistency in format and presentation.
· Utilise our MIS system Arbor for whole school information sharing with families
· Manage the production of the termly newsletter 
· Prepare any whole school communications for stakeholders. 

CLERK TO THE GOVERNORS
· Provide administrative support to the governing board, its committees and individual governors to facilitate effective and efficient meetings and strategic governance.
· Make a key contribution to ensuring a strong evidence base for Ofsted inspections and audits by maintaining accurate and comprehensive records of governing board meetings and decisions.
· Taking and writing up minutes and distributing documentation and other information to governors in a timely manner.
· Manage information effectively and in accordance with legal requirements, observing confidentiality where necessary.
· Maintaining the schedule of policies for review and approval; liaising with policy leads and updating our virtual platforms and website.
· Facilitate and co-ordinate the induction process for new governors and promote governor training, succession planning and recruitment based on the skills required to fulfil the governing boards’ key roles
Our current meeting structure is:
· Finance, Staffing and Premises Group: meets 6 times per year (4.30pm start)
· Learning and Inclusion: meets 3 times per year (4.30pm start)
· Full Governors meets 4 times per year (4.30pm start)

GDPR AND DATA PROTECTION 
· Be main point of contact, as the School Data Protection Lead, for data protection matters, supporting staff with data-related queries, data access requests, supporting best-practice and dealing with data breaches.
· Working closely with the school’s external Data Protection Officer (DPO), oversee the school’s compliance with data protection legislation, including GDPR, by developing and maintaining policies, procedures, and training to ensure the safe and lawful handling of personal data.

Safeguarding
· Goldwyn is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Performance Development:
· All staff must complete a satisfactory Performance Review in accordance with the Pay Policy to ensure pay progression

Staff Development:
· To assess development and training needs and discuss with line manager.
· To set your own targets before any development activity (linked to the relevant standards).  To review and evaluate the activity after completion, cascading information to the appropriate team when relevant.
· To keep personal records of all staff development activities in which you are/have been involved.

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Principal.

This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.  In addition it may be amended at any time after consultation with you.


