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	HIGHWORTH GRAMMAR SCHOOL

JOB DESCRIPTION 2019-2020


Job Description:
PA to Headteacher/Clerk to the Governors/Office Manager

Employed For:

Full Time 

Hours of Work:
8.15am - 4.15pm Monday to Thursday 8.15am - 3.45pm Friday (½ hour unpaid lunch break)

Responsible To:

Headteacher

Responsible For:
Office Team 

Job Purpose:
To provide effective and efficient administrative and HR support to the Headteacher, including Clerk to the Governors and manage the Office staff and activities so all work is completed to the required standard.

 
PERSONALITY AND KEY SKILLS
· Well-presented and confident in dealing with people at all levels and the ability to deal with difficult situations, maintaining confidentiality and total 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 MSWord, good typing skills, Outlook and mail merge experience preferred.

· Ability to manage diary confidently and ideally have some experience at organising events.

· Database knowledge and conversant with Data Protection legislation.

 

PRINCIPAL ROLE
· To generate an environment of efficiency and provide a warm welcome at all times.

· To act as first line contact for the Headteacher, using discretion and tact to ensure visitors receive a professional response, and are dealt with by the appropriate person.

· To show absolute confidentiality and discretion at all times.

· To cover routine events or emergencies with equilibrium, confidence and style.

 

 PA TO HEADTEACHER 

· To plan and deliver administrative, support functions, as determined by the Headteacher, to meet current and future operational needs of the school. 

· To arrange and record Headteacher’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.

· To manage the recruitment, selection and development of office staff. 

· Management of minutes and agendas for those committees that the Head attends or convenes including taking minutes.

· Resolve any issues to ensure that effective administrative services are maintained. 

· To provide authorative 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 hall booking diaries ensuring that there are no clashes

· To be responsible for Health & Safety issues in relation to school trips acting as the school’s Educational Visits Coordinator 

HR DUTIES

· Process the administration of recruitment procedures so that applications are processed efficiently in line with Safer Recruitment guidelines including: 

· Write and submit adverts

· Prepare and write job descriptions and person specifications

· Process enquiries and reference requests

· Prepare interview timetable

· Arrange interviews

· Inform unsuccessful applicants 

· Liaise with recruitment agencies and job advert sites (Kent Teach/TES)

· Issue all documentation connected with recruitment for completion of successful candidates, monitor its return and verify authenticity of successful candidates and their professional qualifications
· Process pre-employment checks including DBS disclosures, adhering to the strict guidelines

· To maintain and keep updated the Single Central Record (SCR)
· Induction for Office Team recruitment
· Collate and prepare all documentation concerning new and existing employees and liaise with the Finance Manager so the necessary personnel records can be maintained and processed

· Manage staff absence in both an informal and formal capacity, advising both managers and Headteacher on appropriate actions.

· Ensure all personnel records systems are efficiently managed in line with current legislation. 

· Ensure that attendance, disciplinary, grievances, staffing reduction proceeds are all executed to a high standard and provide full support to the Headteacher 

· Ensure staff records are maintained and archived according to GDPR guidelines.

· Preparation and completion of Staffing returns and queries reconciled (School Workforce Census). 

· Research, maintain and process a variety of documents/information so that all are complete, accurate, up to date and readily accessible and distributed in line with school procedures
· Maintain School Policy index and update policies 
· Update Staff Handbook annually
· Update and issue Job Descriptions annually
· In liaison with the Assistant Headteacher, keep accurate records of staff performance development and lesson observations 

OFFICE MANAGER

· To manage the office staff ensuring that the school office runs smoothly and efficiently. 
· New systems are developed and introduced to meet operational needs. 

· Effective management of the administration budget. 

· Ensuring all correspondence and communication is of a high standard. 

· To review and update job descriptions for office staff annually. 
· To manage arrangements for the office staff in the case of absences.
· To conduct an annual Performance Review with all the office staff, produce the appropriate documentation and ensure any relevant CPD needs are met.
· Provide general administrative support to the SLT 
· Other:
· Manage and update the school Christmas Cards database
· Produce appropriate paperwork regarding exclusions
· Annual pay review letters
· Take notes at weekly staff briefings.

· Liaise with midday supervisors for general admin tasks
CLERK TO THE GOVERNORS

This role includes:

· Creating agendas and minuting Governor meetings, organising Governor elections and other administrative duties 

· Provide advice to the governing board and its individual members on governance, constitutional and procedural matters, ensuring the board meets its statutory requirements 

· 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 is provided for Ofsted/Audit through an accurate record of governing board;

· Challenge, actions and decisions via concise and accurate minutes;

· Manage information effectively and in accordance with legal requirements, observing confidentiality where necessary

· 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 and Premises Group: meets 4 times per year (4.30pm start)

· Curriculum Development Group: meets 3 times per year (3.45pm start)

· Community Development Group: meets 3 times per year (4.15pm start)

· Full Governors meets 5 times per year (5.00pm start)

· Staffing and Management meets 3 times per year (8.00am start)

SOCIAL MEDIA 

· Manage and maintain the school’s website

· Write and optimise content for the website and social networking accounts such as Twitter

GENERAL 

· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health and safety and security, confidentiality and data protection; reporting all concerns to an appropriate person 

· Carry out all duties with regard to the school’s policies and codes of conduct 

· Participate in training and other learning activities as required and to participate in appraisal and professional development 

· Set high expectations of conduct, whilst acting as a good role model for others 

· Ensure that output and quality of work is of a high standard and complies with current legislation / standards.


