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Job Description
This form summarises the purpose of the job and lists its key tasks.  It is not a definite list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the postholder.

SALARY:

NJC GRADE 6, points 20 - 22



£19,430 - £20,661
(£17,262 - £18,356 pro rata)

HOURS:

Full-Time, Term Time Only + 5 INSET Days + 2 Weeks



7.45 am – 3.45 pm Monday to Thursday

7.45 am – 3.15 pm Friday

(30 minutes lunch)

LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR




Headteacher: Pan Panayiotou



Number on roll: 919
	Job Title :  PA to Headteacher 


	 SCH234

	Accountability : Headteacher 


	Job Summary:
This is a key operational support post at Worthing High School providing assistance to the Senior Leadership Team including the Headteacher, Deputy Headteacher and senior leadership members. 

The postholder reports directly to the Headteacher and will be expected to:
· Plan, organise, anticipate and support the work of the Headteacher and the leadership team

· Provide comprehensive, efficient and professional administration support to the Headteacher and Senior Leadership Team
· Communicate with a range of stakeholders including staff, students, parents, Governors and outside agencies including the Department of Education and the Education Funding Agency
The post is term time only plus 5 INSET days.  An additional 10 days are to be worked the school holidays, mainly in August.

	

	Person Specification

Qualification criteria 
Educated to A-level or equivalent (essential) 

Shorthand (desirable)

Skills, Knowledge and Experience 

Experience of administrative work in a previous role supporting a senior member of staff or team (essential)
Experience of communicating with internal and external stakeholders both verbally and in writing (essential)
Excellent phone and written manner (essential)
Ability to communicate effectively under pressure (essential)

Excellent organisational skills and ability to juggle multiple tasks and deadlines (essential)

Experience of organising meetings (desirable) 
Experience of maintaining accurate and up to date correspondence/filing systems (essential)
Experience of basic data analysis (desirable) 

Examples of taking the initiative when working alone (essential)
Strong IT skills specifically MS Outlook, Word and Excel (essential) plus a knowledge of SIMs (desirable)
Personal characteristics 
A strong commitment to education
Strong interpersonal skills with an ability to build relationships at all levels and communicate confidently
Conscientious and diligent work ethic
Proactive and helpful attitude with ability to take initiative to lead or support on projects as required
Ability to manage own workload and ability to work independently.
Attention to detail and reliable 

Other
This post is subject to an enhanced DBS disclosure, receipt of two satisfactory references and proof of qualifications



	Duties/Responsibilities:

	Main duties include:
· Undertake all “personal assistant” duties to the Headteacher.

· Provision of secretarial support to include typing correspondence, management reports, minutes, agenda, memos, letters etc. as dictated or drafted.  
· Independently drafting routine pieces of correspondence including composing replies to emails/letters on behalf of Headteacher
· Assist the Clerk to Governors with the preparation of Headteacher’s reports to governors.
· Organise the Headteacher’s diary, arrange appointments and ensure all paperwork is available for meetings.
· Organise and prepare for Headteacher’s meetings including obtaining relevant papers

· Ensure hospitality is available at all times for the Headteacher and Deputy Headteacher as well as other members of the Senior Leadership Team.
· Take notes to process Headteacher’s reports and correspondence.  
· Use IT skills to organise and present information for reports in a variety of formats

· Take minutes at morning staff briefings twice a week and distribute to staff
· Provide reception duties and hospitality for Headteacher’s visitors 

· Use judgement to deal with visitors to the Headteacher who arrive without appointments

· Telephone reception duties for Headteacher, direct calls elsewhere, make decisions regarding priority calls
· Responsible for checking of emails sent to the main school email and Headteacher’s email accounts on a daily basis during term time, ensuring information is forwarded to appropriate staff when necessary
· Maintain manual and computerised filing systems; retrieve information from minutes, reports etc.
· Deal with confidential issues for other Senior Managers

· Assisting Headteacher and Leadership team in one-off special projects

· Proof reading documents for quality and correctness
· Accurately log safeguarding concerns

· Assist the Senior Admin Officer with the organization of school events

· Any other admin tasks commensurate with the role of PA



	Flexibility:
To deliver services effectively, a degree of flexibility is needed and the post holder may be required to complete work not specifically referred to above and occasionally to work outside normal working hours.
Occasional evening working may also be required for the purposes of taking minutes at meetings.



Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.
