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	Job Description – Executive Personal Assistant to the Executive Headteacher 

	Reporting to:
	Executive Headteacher



	Salary: 
	Grade 6 (17-22 = £33,945 - £38,223) pro rata


	Contracted Hours: 
	37 Hours per week, Term Time only plus 2 weeks, Permanent

	Main Purpose of Role: 
	Personal Assistant to the Headteacher and Senior Leadership Team including dealing with highly confidential and sensitive issues.



	Key Responsibilities: 
	· Managing Headteacher’s schedule and appointments including incoming communications e.g. telephone, email, post etc.
· Filtering and replying to all Moreton Enquiries emails.
· Manage the schools central school record completing termly checks with the nominated SLT and Governor link personnel.

· To carry out all necessary pre-employment checks in a timely manner and in accordance with safer recruitment. 

· To provide administrative support to the Executive Headteacher

· Manage any incoming correspondence referring on as appropriate; screening telephone calls, enquiries and requests, and handling them as appropriate.
· Supporting the Executive Headteacher’s management of administrative duties including the preparation of necessary documents and reports.

· Manage the school calendar.

· Organise and file paperwork, documents and computer-based information.
· Receive visitors on behalf of the Executive Headteacher.

· Undertake liaison between the Executive Headteacher and school staff, parents and the local community in general.
· Arrange accommodation / travel for meetings, preparation and distribution of agendas and paperwork and minute taking for staff meetings, management meetings etc.

· Provision and arrangements of hospitality.

· Support the Executive Headteacher and Senior Leadership Team in relation to the Performance Management and Threshold process.

· Minute taking of all school-based meetings including but not limited to permanent exclusion meetings and complaint hearings. 

· Manage the receptionist including arranging cover and delegation of duties.

· Reception duties to cover staff absence.

· Responsible for internal and external recruitment including organising and attendance at recruitment events.

· Arrange and facilitate induction process for new starters.

· Ensure all HR records are filed and up to date including training records.

· Support the central HR Team as required.
Other Duties 

· Be committed to the safeguarding and promotion of the welfare of students and staff.
· Comply with all school policies and procedures.
· Participate in training and other learning activities and performance development as required.


	Other Information

	School Vision and Values:
	To fully support the Trust’s vision and values and encourage staff and students to follow this example.

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.


	Person Specification – Executive Personal Assistant to the Executive Headteacher

	Qualifications
	· 5 GCSE’s or equivalent, including Maths and English is essential

· NVQ Level 3 or equivalent, or willingness to undertake this qualification



	Experience
	· Excellent computer / keyboard skills

· At least 5 years’ experience working in a business / or school environment



	Skills and Attributes
	· Ability to take accurate meeting notes / minutes

· Ability to manage own time effectively 

· Ability to adhere to working procedures and policies within a school environment

· Ability to operate as part of a team or individually as required

· Ability to relate well to children and adults

· Excellent communication skills

· Excellent ICT skills

· High level of confidentiality required 

· Patient, flexible and adaptable, meticulous and conscientious 
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