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Job Description

Post:
Personal Assistant to Leadership Team Members
Line Manager: 
Assistant Head: Learning & Achievement at KS4
Salary Range:
APT&C Scale 14-16 

Principal Responsibility/Job Purpose:

The post holder is responsible for contributing to the smooth running of the school by helping to achieve its academic targets and development priorities.

Principal Tasks:

· Provide administration support to Leadership Team Members.
· Use and support the School’s computer systems and databases.
· Overseeing the School detention system and bookings for parents’ evenings.
· Receive visitors, students, parents and staff.

· Take and deal with messages for staff, and at times students.

· When required, deal with sick students and take appropriate action.

· Complete regular first aid training.

· Contribute to the efficient running of the school.

· First point of call for all KS3 and KS4 admissions; liaise with Assistant Headteacher, meet prospective parents, arrange tours of school, send out Welcome Packs.
· Prepare acceptance letters for incoming Year 7 students and arrange primary school visits.
· Liaise with Local Authority on dates, late applications, withdrawals etc.
· Prepare Welcome Pack for incoming Year 7 students.
· Responsible for addition/deletion of students from database (SIMS).
· Prepare paperwork for admissions’ appeals and attend the appeals.
Other Duties

The post holder may be required to perform duties other than those given in the job description for the post.  The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are common occurrences and would not of themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties and responsibilities of a post occurs, consistent with a higher level of responsibility, then the post would be eligible for re‑evaluation.  

Signed:.....................................................................
Dated:....................................................

                    Julia Mortimore, Headteacher

Signed:.....................................................................
Dated:....................................................

                    Post Holder

Person Specification

Post:

Personal Assistant to Leadership Team Members
	Key Criteria
	Essential
	Desirable

	Qualifications and Training
	· Good general education.

· Computer literate.
	

	Competence Summary

(Knowledge, abilities, skills experience)


	· In possession of good secretarial and word processing skills and use of Excel.
· An effective administrator and organiser.

· Good at relating to and communicating with a wide range of people.

· Adaptable and flexible.

· Confident enough to use own initiative.

· Capable of working under pressure.

· Discreet and maintains confidentiality.

· Ability to work in a way that promotes the safety and wellbeing of children and young people.
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