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PA to Principal (Maternity cover)
	
	Essential
	Desirable

	Qualifications

	· Educated to GCSE grade C in Maths and English (or equivalent qualification)

	· Relevant administration/ PA qualification

· Safe guarding Training

	Skills
	· Ability to use Microsoft Office packages (Word/ Excel/ Outlook) particularly for diary management.
· Able to take and produce effective and clear meeting minutes and agenda’s.
· Ability to work using own initiative with minimal supervision .
· Clear and professional telephone manner.
· Methodical and organised approach to working to ensure all communications are dealt with promptly and correctly.
	· Ability to use SIMS.
· Experience of working in a secondary school environment or other educational setting.

	General
	· Have a positive attitude and remain professional at all times.

· Able to handle sensitive situations in a confidential and professional manner.

· Excellent communication skills and be able to build working relationships with colleagues, Governors, students, parents, visitors to the Academy and external suppliers.
· Flexible and enthusiastic attitude.


	· Have ideas that you can turn into practice.

· Ability to be part of a team.
· Ability to self-review effectively and set appropriate targets.
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