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Headmaster’s Personal Assistant (Senior School)
JOB DESCRIPTION 

Post: Headmaster’s Personal Assistant (Senior School) Date of Issue: January 2018

Wellingborough School was established in 1595 and is today an independent co- educational day school serving Northamptonshire, and adjacent parts of Bedfordshire, Buckinghamshire and Leicestershire.  The School is a co-educational independent day School of some 850 pupils which comprises three elements, namely Pre-Preparatory (Age 3 – 8), Preparatory (Age 8 – 13) and Senior (Age 13 – 18). The School enjoys a strong academic tradition, which it is determined to maintain, combined with its extensive co-curricular programme.

Hours of work: Monday to Friday, 8.15am – 5.00pm (with 60 minute unpaid break); 38.75 hours per week; Term Time plus additional weeks (40 weeks per annum in total). 

Salary: actual £25,865 per annum, (inclusive of holiday pay entitlement) 
FTE £30,000 per annum

Reporting to:  The Senior School Headmaster.

Purpose:  To provide PA support to the Headmaster, to be effective and take full responsibility for the management of all aspects of the School office.

Duties and Responsibilities
Carry out all duties as Personal Assistant to the Headmaster including co-ordinating the Headmaster’s Diary and managing the ‘On Hold’ File.
Be responsible for confidential secretarial, administration and clerical duties relating to all aspects of Headmasters work including management of diary, correspondence and HR/Personnel work.

Ensure Headmaster is briefed for all meetings with relevant correspondence, documents/presentations and in his absence refer matters to relevant member of Senior Leadership Team for action.
Processing of correspondence addressed to the Headmaster, including all highly confidential correspondence and in consultation with the Headmaster, take appropriate action.
Take minutes of meetings as required.

Be responsible for the entire Headmaster’s electronic and paper based filing systems.

Receive and appropriately deal with all incoming electronic communications to the Headmasters general email.   Keep ‘in box’ clear of read messages.

Recruitment and Selection
In connection with senior school academic staff appointments and in liaison with the Headmaster, Deputy Heads and the HR Department assist as required in the interview and appointment process. 
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Events Management
To oversee preparation including invitations for special occasions, and to keep up-to-date contact details of Governors and Foundation supporters of the School.  
Specific events including amongst others:
· Prizegiving
· Open Days
· Sports Award Evening
· Chapel Services
· Inspections
Welcome guests to the Headmaster’s House including hospitality as appropriate, and to liaise with the Headmaster’s wife over diary commitments.  Submit catering requests, as necessary.

Liaise with Marketing and Events Manager on matters relating to hospitality for meetings and events/functions throughout the year.

Management of Headmaster’s Awards, special events /presentation ceremonies
 
Decision Making
Able to make decisions an act on behalf of the Headmaster within agreed parameters

Contacts:
Liaison with parents, Board of Governors, SLT, staff, students, general public, unions, government departments, local authority and VIP visitors to the school.
· Maintain staff records in the School’s database systems.
· Manage stationery requirements 

Flexibility
At times of peak work flow, it may be necessary to work beyond your normal hours in order to meet deadlines.  Where this is necessary, additional hours worked will be paid following completion of time sheets.

Breakdown of out of term working requirements:
36 weeks term time, including INSET days
1 week during Easter holiday
3 weeks during Summer holidays (this is to incorporate the period of A level result reporting and may therefore change slightly year on year depending on the date of results reporting)

Safeguarding
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons with whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risk to the safety or welfare of children in the school s/he must report any concerns to the school’s Designated Safeguarding Person(s) or to the Headmaster/Headmistress.

Applications 

The application form should be returned together with a covering letter in which the applicant should explain what s/he can offer to the post. Applications by e-mail are welcome.   Please send them for the attention of Mrs Karen Harrison, HR Manager to recruitment@wellingboroughschool.org by 9am, Tuesday 6th February 2018

Interviews will take place on Thursday 8th February 2018
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