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Job Description

Job Title:


Personal Assistant to the Senior Leadership Team
Grade:


Spine Points 22 - 25
Work Pattern:
Full Time, Term Time plus 3 weeks (41 weeks including Inset Days)
(36 hours per week starting at 7.30am)
Reports To:


Vice Principals

Staff Managed (if any):
None

The Senior Leadership Team (SLT) Personal Assistant (PA) is a senior member of the school support staff.

He/She is often the first point of contact for the Vice Principal’s, pupils, parents, staff and Governors and is, therefore, expected to demonstrate exemplary customer service to both internal and external customers, dealing sensitively and confidentially with all matters at all times.
Main Duties and Responsibilities

· To provide a full, efficient and highly confidential secretarial service to the SLT which could include the use of note taking and to communicate with people in person, on the telephone and using email to respond to queries, provide information and services and take and record messages [using the school systems].
· Cover –   To co-ordinate with PA to the Principal in order to set up known cover.

· To manage daily staff cover and the allocation of cover supervisors and supply teachers from 7.30am each day
· To be responsible for the minuting, transcription and circulation of minutes for both internal and external meetings. 
· To compose correspondence for Senior Leaders and collate information and produce reports and documents for their use; for example the Principal’s Report to Governors.
· To assist the PA to the Principal and the Office Manager in the co-ordination of school events – which may include (but not exclusively) open evening, prize giving, social functions etc – through the provision of materials, equipment, invitations, publicity and so forth.

· To provide support to the Senior Leadership Team on administration, organisation and the provision and arrangement of resources.
· To use computerised management information systems and/or paper based filing systems to enter, record and retrieve data, supply information in response to requests and make reports and returns required by a variety of different sources e.g.  for example SIMS  [Schools information Management System].

· To provide assistance and support to the PA to the Principal and the Office Manager when required.

· Preparing resources and facilities for use by the Senior Leadership Team and facilitating visitors/guests for the Senior Leaders.

· To deputise for the PA to the Principal, if required.

· To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.
· To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment.

Additional duties
· Comply with policies and procedures relating to child protection, equal opportunities, health and safety, confidentiality and data protection, freedom of information and report all concerns to the appropriate person.
· Engage in relevant continuous professional development opportunities and performance management/review arrangements.
· This job description details responsibilities but is not prescriptive and does not direct any particular priorities or amount of time to be spent carrying out the duties.  It is not necessarily a comprehensive definition of the post, and the post holder may be required to undertake other duties and responsibilities commensurate with the grade and scope of the post.  This job description may be subject to amendment, to meet the changing needs of the Academy, following appropriate consultation.  
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