LANCASTERIAN PRIMARY SCHOOL
JOB DESCRIPTION

	POSITION:      

GRADE:          

HOURS:          
RESPONSIBLE TO: 
	Leadership Personal Assistant
Scale 5 (term time)
Full time
Head Teacher/Business Manager


Purpose of the Post
To support the Business Manager in the provision of an effective and efficient admin service.

To be responsible for the provision of personal assistant duties to the school leadership.

To take a lead role in marketing the school.

The postholder is required to be flexible in their approach to work with a positive attitude and a willingness to cover for colleagues when necessary.

Duties and responsibilities will include, but are not limited to, the following and may be amended by the head teacher:
Main Responsibilities

Personal Assistant
1. To provide efficient day-to-day administrative and secretarial support to school leadership including confidential secretarial assistance, preparation of reports, pupil progress review data preparation, responding to correspondence and maintaining effective filing systems.
2. To maintain an electronic school calendar and diaries for the SLT.

3. To prepare for meetings including relevant paperwork, refreshments etc.
4. To collate information for head teacher’s report to full governing body meetings.

5. To book courses, conferences, hotels, and travel for the leadership team, as required.
6. To distribute agenda and minute leadership meetings, and other meetings as required.
7. To support the office manager in the induction of new members of staff.
Marketing and communication
The following duties are carried out in liaison with the Head teacher and School Business Manager:
8. To lead on the development and maintenance of an up to date, informative website.
9. To contribute to the creation of content for a variety of applications including web, e-newsletter, social media, direct mail, press releases, marketing material, school publications etc.
10. To manage routine correspondence, update school information and liaise with the Parent Staff Association and the press. 
11. To lead on communications with parents, newsletters design and distribution.
12. To provide information to parent/carers and members of the local community regarding availability and access to school services on the Lancasterian site and local venues.

13. To use the texting service as required, ensuring accurate and timely information is distributed to parents.
14. To oversee the updating of all brochures, policies and forms (externally or internally supplied).
15. To participate in ad-hoc projects, as and when required.
16. To support the facilities manager in the letting of the school premises.
Clerk to Governors
Please note, you will be required to facilitate meetings outside of the core day and usual working hours.
17. To undertake the duties associated with Clerk to Governors, including arranging meetings, drafting and distributing agendas, taking accurate minutes, and following up on action points.
18. To attend governor briefing and training sessions, as required.

19. To maintain up to date governor records (business interests, contact information, terms of office etc).
20. To organise an annual meeting schedule for governors.
21. To prepare for governor meetings including relevant paperwork, refreshments etc.
22. To organise timely parent governor elections, as required, in accordance with agreed policy.

23. To maintain an electronic central register for school (and governor) policies and ensure their review in accordance with agreed timescales.
Other Duties
24. To work as an integral part of the admin team, supporting and covering other members as required.

25. To undertake general administrative duties using office equipment as required:

· Filing
· Photocopying
· Dealing with incoming/outgoing mail
· Drafting of letters, reports etc
· Check and respond to emails on a daily basis
· To ensure all visitors adhere to signing to procedures in accordance with safeguarding policy.
26. To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner.

27. To share in the planning and organisation of special events across the school, including open days, school community events.

28. To ensure that all duties are performed in accordance with School  Policy and Procedures and the  Council’s Standing Orders and Financial Regulations.
29. To constructively take part in meetings/briefings, supervision, conferences and other events designed to improve communication and assist with the effective development of the post and the post holder
30. To carry out the duties and responsibilities of the post, in accordance with the school’ and children’s centre’s Health and Safety Policy and relevant H&S Guidance and Legislation.

31. To promote the safeguarding of children.

32. To undertake training and professional development as appropriate.

33. To undertake other duties appropriate to the post that may reasonably be required.
Personal Responsibilities
34. To monitor and manage your own workload and keep records in an agreed format.
35. To achieve agreed targets and personal appraisal targets as agreed by the line manager.
36. To be professional in dress and manner at all times.
37. Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
Confidentiality

38. The nature of the job requires a high degree of initiative, confidentiality, tact and discretion when giving or receiving information, which could be confidential. 
Performance Standards
39. To ensure that the school’ customer care standards are met and adhered to.

40. To ensure that all duties are performed in accordance with the Council's Financial Regulations

41. At all times to carry out the responsibilities of the post with due regard to the Equalities Act.
Fundamental to fulfilling the responsibilities of this post is the ability to respond flexibly, positively and successfully to the ever-changing pressures which schools face. This job Description is a guide to the level and range of responsibilities, which the postholder will initially be expected to undertake. It’s neither exhaustive nor inclusive and will be changed from time to time, so as to meet the changing circumstances and demands. It will not form part of the post-holder’s contract of employment.
LANCASTERIAN PRIMARY SCHOOL
PERSON SPECIFICATION

	POSITION:      

GRADE:          

HOURS:          
RESPONSIBLE TO: 
	Leadership Personal Assistant
Scale 5 (term time)
Full-time
Head Teacher/Business Manager


	Requirements
	
	Essential Criteria

	Education and Experience
	E.1.
	Proven clerical/administrative experience

	
	E.2
	Excellent written and oral communication skills and ability to deal sensitively with members of the public, by telephone and in person

	
	E.3.
	Ability to prioritise to ensure that deadlines are met, whilst working under pressure.

	
	
	

	Skills, knowledge and abilities
	E.4.
	Excellent ICT skills including MS Office. 

	
	E.5.
	Experience of using and developing manual and computerised filing systems.

	
	E.6
	Have a positive and proactive approach, the confidence to put your own ideas forward and deliver on them

	
	E.7
	Experience of administration including dealing with correspondence and marketing.

	
	E.8
	The ability to work within set procedures and to maintain confidentiality.

	
	E.9
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

	
	E.10
	Excellent numerical skills to record routine statistical information.

	
	E.11
	Ability to work effectively as part of a team.


	
	D.1
	Experience in web content management, photo/graphics editing is desirable.

	
	
	


