Job Description: Administrative Assistant to SLT
Location: Rochester, Kent
Reporting To: As per line management structure
Contract type: Full Time, Permanent (Term Time Only)
Salary: £26,000 Actual
Main purpose of role:
To provide a full, comprehensive range of personal, confidential and secretarial support to the Headteacher and Senior Leadership Team.
Duties & Responsibilities:
· To maintain the Headteacher’s diary, liaising as necessary with students, staff, parents/carers, members of Cavendish and outside organisations etc. to organise meetings.
· Updating school policies and other staff documents.
· Co-ordinate and manage the Headteacher’s actions and responsibilities regarding minutes, letters, emails and other forms of communication ensuring that the Headteacher responds promptly and appropriately.
· To attend meetings and take minutes as required by the Headteacher.
· Act as the main source of information, guidance and advice for staff across the school on the Headteacher’s work and provide draft responses on behalf of the Headteacher to internal and external correspondence where appropriate.
· Liaise with students and/or parents in person, by email and by telephone in issues of a personal, confidential or disciplinary nature.
· To create and update working documents with data and information as directed by the Headteacher and the SLT
· To work closely with staff responsible for social media to ensure the social media plan is reviewed, updated and relevant actions taken to showcase the good work of RVR.
· To work alongside the school’s office teams and be willing to support when necessary.
· [bookmark: _heading=h.qffbh8a8wf7i]To undertake any other reasonable tasks related to the post as required by Line Manager/Headteacher.
All Staff Responsibilities:
· To be committed to safeguarding and promoting the welfare of children and young people within the school.
· To act in a loyal and professional manner around school and to contribute to the overall ethos/work/aims of the school.
· To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To be aware of and support difference, and ensure equal opportunities for all
· To attend and support appropriate meetings/courses and to undertake any training as deemed necessary to keep abreast of development.

This job description is current at the date shown, but, in consultation with the postholder, it may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.
