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	Post Title:
	PA to Head of School & Deputy Headteacher


	Department:
	Administration
	Grade:  Bexley 051 – 054
36 hrs/42 weeks (£18,369 - £18,796)

	Responsible to:
	Head of Administration/EA to CEO

	Responsible for:
	n/a 

	Functional links with:


	School Staff, Visitors, External Agencies, Parents and Pupils


	Main Purpose of the role
	· Provide a professional, efficient and effective secretarial and administration support service to the Head of School, Deputy Headteacher & SLT in order to ensure that they are able to function efficiently.
· Provide administration support service to the wider administration team & general school office. 



This appointment is subject to the current conditions of employment of support staff contained in the Pay Policy, the Education Act 1997, other current educational legislation and the school’s articles of government.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
This job description is not necessarily a comprehensive definition of the post. It will be reviewed once a year and it may be subject to modification at any time after consultation with the post holder.

SIGNED 
______________________________________________________

PRINT NAME
______________________________________________________ 

DATED

______________________________________________________

Main Duties and Responsibilities 
General
· To support the Head of School and DHT with the management of their workload and to provide all necessary support so that they are best able to provide strategic whole-school leadership.

· To provide comprehensive confidential PA and administrative support 
· To compose and prepare correspondence including that of a confidential or sensitive nature on behalf of the Head of School and DHT.

· To manage the production, co-ordination and quality assurance of reports, documents and briefing papers, including filing electronically or paper as directed
· To manage the school diary and update key communications on the website etc. with relevant information 
· Assist the Executive Assistant to CEO to manage the school’s exclusion process with regard to both fixed term and permanent exclusions
· To assist with the organisation and preparation of school events with other colleagues as required 
· To act as secretary to the Senior Leadership Team (SLT) meeting and Staff Briefing and to arrange, manage and provide secretarial support for other meetings and events as required by the HoS/DHT
· To carry out any project as directed by the HoS/DHT including the preparation of statistics and management information, strategic planning, etc.
· To organise and ensure all Performance Management meetings with HoS’s/DHT’s direct reports are timely and all paperwork produced
· To ensure that all work undertaken within the Head of School’s office complies with the General Data Protection Regulations (GDPR)

· To undertake any tasks as reasonably directed by the Head of School & DHT.  

Providing support to the wider leadership team

· Undertake the role of support to the leadership team, including: production and distribution of agendas, minute taking, production of minutes and background papers

· Plan, coordinate and implement the leadership team’s schedule of meetings, providing documentation and notifying attendees, to ensure the business is completed within agreed timeframes and standards, meeting the organisations’ requirements

· Produce a wide range of detailed, complex or specialist documents to high standards of accuracy within tight timescales ensuring that the needs of the wider leadership team are met

· Ensure matters are brought to the prompt attention of the appropriate member of leadership and ensure follow up actions are identified and implemented in a timely fashion

· Coordinate all travel arrangements for the leadership team and maintain diaries where required

Providing support for the school

· Attend all school events as required.

· Be aware of and comply with policies relating to Child Protection, Health & Safety, Equal Opportunities, Confidentiality, SEN Code of Practice as well as general staff procedures

· Contribute to the overall ethos, vision and aims of the school

· Appreciate and support the role of other professionals

· Attend relevant meetings as required

· Participate in training and other learning activities as required

· Undertake administrative, whole school, reception duties as and when required.

Other specific duties

· Play a full part in the life of the school community, supporting its distinctive mission and ethos, encouraging and ensuring staff and students follow this example, including representing the school in a professional and positive light at all times and to all stakeholders

· Engage actively in the performance review and development process.

· Be fully compliant with the school’s safeguarding policy/procedure and contribute to the safety and supervision of students on site
Continuing Professional Development
· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day to day running of the school.
· Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.
This job description is intended to provide guidance on the range of duties associated with the post. It will also be necessary for the post holder to undertake additional duties as required by the Headteacher.

These duties and responsibilities are not exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post.
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