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JOB DESCRIPTION

	Job Title:
	PA to the Head of School / Administration Officer

	Grade:
	Scale 6/SO1

	Contractual Hours:
	Full Time

	Reports to:
	Executive Officer to the Trust / PA to Executive Head Teacher 

	Responsible for (staff):
	Administration and Clerical Assistants/Receptionists

	Main purpose of the Role

	To be responsible, as a member of the Academy’s support staff management team, for the planning, development, delivery and monitoring of support services within the Academy and for the management of staff, including commissioning and delegation of relevant activities.  



	Core Responsibilities and Tasks

	1. Provide a secretarial and administrative service to the Head of School, as required, acting as their personal assistant, to include diary management, organisation of meetings and minute taking on behalf of the Head of School.

2. Provide a point of contact for parents / carers and external agencies wishing to speak with the Head of School.

3. Produce, and respond to, complex correspondence. 

4. Provide organisational support, advice and guidance on complex issues to staff and others as required.

5. Manage administrative and clerical staff and have overall responsibility for their recruitment, induction, appraisal, training, mentoring and effective deployment.

6. Plan, develop, organise and monitor the administrative support service and all related systems, procedures and policies for the whole Academy.

7. Contribute to the design, introduction, communication and monitoring of policies and procedures within your area of responsibility.

8. Implement and monitor administrative procedures and management information systems to ensure the provision of efficient and effective support services to the Academy.

9. Plan, manage and monitor the Academy’s administration budget.

10. Clerk to Governors, prepare and circulate agendas and papers for full governor and governor sub-committee meetings, in conjunction with the Head of School, chair of the meeting and other staff as required. Take minutes of all governor meetings

11. In liaison with the Data and Exams Officer, determine the need for and arrange provision, analysis and evaluation of data and detailed reports and information to the SMT/SLT, the Governing Body and outside agencies, including the collation and submission of the Academy Census. 

12. Manage Academy licences and insurance. 



	Corporate Responsibilities

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

· To pursue and promote the achievement and integration of diversity and equality of opportunity throughout the Academy’s activities 

· To plan, monitor and review health and safety within areas of personal control

· To participate in the Academy’s Performance Management process and engage in continuous professional development and networking to ensure that professional skills and knowledge are up to date

· To maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues


	Additional Notes

	· The job purpose and key statements remain indicative and by no means exclusive. Given the evolving needs of the Academy, flexibility among staff is very important.  All staff may be required to undertake other such reasonable duties as may be required from time to time in line with the grade of their post.

· An Enhanced DBS Check will be requested on successful application to a position at the Academy 

· The Academy operates a no smoking policy



