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Personal Assistant to the Head teacher & Leadership Team 

Pay Scale: KR5
FTE: 1

Job Purpose

· To maintain the efficient and smooth running of the school office, acting as a personal assistant to the Head Teacher and administrative service to other staff 

· To liaise with other staff and stakeholders in a highly professional manner representing the high standards of the school

· To ensure high quality and consistent communication from the school to the wider community
Key Duties and Responsibilities

· Undertake a diverse range of secretarial and administration duties for the Head teacher and other staff, acting as a personal assistant to the Head teacher – keeping the diary, making arrangements and carrying out general office duties, including ensuring well-presented and accurate correspondence, reports and other documentation. 

· Act as a first point of contact within the school for staff, governors, parents and others seeking contact with the Head teacher / Senior Leaders in the school, ensuring callers receive a professional welcome. 

· Manage telephone calls for the Head teacher / Senior Leaders – taking telephone calls, resolving issues with sensitivity and confidence, taking accurate messages and referring on as necessary 
· Produce and distribute all letters / correspondence to parents
· Ensure knowledge of new and updated admin software is kept up to date and to upskill when using new programmes  
· Assist in completing relevant forms for pupils leaving the school and send pupil files and records to the relevant ‘moving on’ school to ensure that procedures are complied with 

· Develop and maintain efficient and up to date manual and computer systems ensuring that information is kept confidentially, is accurate and readily available. 

· To regularly check e mails, correspondence and appointments to ensure the Head teacher is kept well informed at all times

· To provide clerical support to the Head teacher & Senior Leaders including drafting papers / reports / presentations / research and collating information / filing / photocopying 
· To support the Head teacher in the planning and co-ordination of special events 

· To handle all sensitive and confidential matters with discretion

· To organise the weekly banking, counting the money and ensuring all paper work is kept accurately

· To carry out DBS checks on new staff  / volunteers and keep the SCR updated and accurate 

· To ensure all first aid issues are dealt with correctly, recorded appropriately and communicated with parents accordingly 

· Display a commitment to Child Protection and safeguarding

· Keep abreast of relevant information and guidance from the DFE and other sources, disseminating it to appropriate staff. 

· Comply with policies and procedures relating to Child Protection, Health and Safety, security, confidentiality and data protection reporting all concerns to the appropriate person. 

Skills and Knowledge
· Highly effective written and verbal communication skills

· Excellent organisation and planning skills

· Ability to approach all confidential matters with discretion, sensitivity and diplomacy 
· Ability to work with a high degree of accuracy and attention to detail, able to plan, organise and prioritise work efficiently and effectively, taking responsibility for own work whilst working as a member of a team.

· To be able to deal calmly, tactfully and effectively with a range of people 

· Knowledge of a range of computer applications – Word, Excel, SIMs, Publisher

Personal Qualities

· Work with a high level of confidentiality. 
· Excellent interpersonal skills; the ability to communicate effectively with a range of people making people feel positive and included

· The capacity to remain calm and cope with the unexpected

· Excellent work ethic, reliable and conscientious worker. 
· Committed, loyal and enthusiastic 

· Confident, positive and flexible attitude 

· Understands the importance of continual learning & self-development 

Desirable Qualifications

· The successful candidate is likely to be educated to at least GCSE level, or equivalent, particularly in English and Mathematics
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