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Job Title: Personal Assistant
Reports to: Principal / Senior Leadership Team
Pension: 
LGPS 
Summary of Responsibilities:

The Personal Assistant will: 
Provide effective administrative support to the Discovery School Leadership team.

Assist in the preparation of marketing materials, and advertising for Discovery School.
In addition the Personal Assistant will: 

Support the Discovery School leadership team in helping turn vision into reality and strategy into practice across the school. 

Support the Discovery School community by managing positive and efficient working relationships at all levels. 

Core Responsibilities:
Use appropriate systems, processes and procedures to organise and maintain an efficient personal assistant service to the Senior Leadership Team by
· Diary planning and organisation

· Arranging meetings

· Assisting with arrangements for events such as Open Evenings at Discovery School

· Prepare exclusion letters, within timescales ensuring appropriate professionals have all been informed in line with correct procedures

· Communicate with outside agencies in a professional manner

· Prepare documents using a variety of presentation methods, word-processing, spreadsheets, databases etc 
· Work with colleagues to ensure all Health and Safety requirements are met. 
· Ensuring that you are aware of and comply with school policies reporting all concerns to an appropriate person. 
· Work consistently with the framework of the School Positive Behaviour Policy and Procedures
· Appreciate of the role of other professionals and providing support where possible. 
· Work collaboratively with other staff. 
· Attend and participate in relevant team/department meetings as required.  
· Take minutes of meetings as required.

· Prepare marketing materials  and ensure adverts are placed on time with local newspaper/radio companies

· Occasional cover in main office for sickness/short staffing

Manage Own Performance and Development: 
Discovery School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We expect all staff to share this commitment.
Participate in appropriate performance management arrangements and access relevant programmes of professional development.

Take appropriate responsibility to ensure the health and safety of self and others. 

Pursue the achievement and integration of equal opportunities throughout all Discovery School activities and communications. 
Participate in school CPD events. 
Prioritise and manage your own time effectively. 
N.B   This job description outlines the main roles and responsibilities of the post, however the post holder may be required to undertake additional duties commensurate with the level of role as directed by the Principal or Trustees of the school.

Person Specification

	Category
	Code
	Criteria Description
	Method of Assessment

(e.g. Interview

Application form, Tasks)  

	1. Skills and abilities:

	Essential
	1.1
	Excellent numeracy and literacy skills.
	Application/Interview

	Essential
	1.2
	Good communication skills, oral, written and interpersonal.
	Application/Interview

	Essential
	1.3
	Ability to build strong working relationships with stakeholders at different positions internally and externally.
	Application/Interview

	Essential
	1.4
	An accurate and systematic approach to work which enables efficient prioritisation, organisation and negotiation of workload.
	Application/Interview

	Essential
	1.5
	Ability to work autonomously and independently as well as within a team.
	Application/Interview

	Essential
	1.6
	The ability to utilise high levels of emotional intelligence.
	Application/Interview

	Essential
	1.7
	Ability to prepare documents using IT packages (Word/Excel etc).
	Application/Interview

	Essential
	1.8
	Commitment to inclusive education and the principles and practices of equal opportunities.
	Application/Interview

	Essential
	1.9
	Ability to work flexibly according to the demands of the post.
	Application/Interview

	Essential
	1.10
	Ability to monitor progress and make interventions that improve practice.
	Application/Interview

	2. Experience:

	Essential
	2.1
	Significant office administration experience.
	Application/Interview

	Essential
	2.2
	Proficient in the use of a range of Microsoft IT packages.
	Application/Interview

	Desirable
	2.3
	Experience of using and manipulating Student Information Management systems such as SIMS
	Application/Interview

	Desirable
	2.4
	Experience of working in education.
	Application/Interview

	Desirable
	2.5
	Experience of school safeguarding procedures
	Application/Interview

	Desirable
	2.6
	Experience of identifying and implementing improvements to systems and processes.
	Application/Interview

	Desirable
	2.7
	Experience of PA duties, managing diaries, taking minutes etc.
	Application/Interview

	Desirable
	2.8
	Experience of student admissions processes
	Application/Interview

	3. Knowledge:

	Essential
	3.1
	Extensive knowledge of Microsoft software including Excel, Word, and Outlook.
	Application/Interview

	Desirable
	3.3
	Awareness of student records and/or management information systems.
	Application/Interview

	Desirable
	3.4
	Knowledge of financial administrative processes such as requisitions/purchase ordering/goods received 
	Application/Interview

	4. Qualifications and Training:

	Essential
	4.1
	Level 2/3 qualifications in Literacy and Numeracy 
	Application

	Essential
	4.2
	Level 2/3 qualifications in a relevant field or equivalent experience.


	Application

	Desirable
	4.3
	Training/qualifications in IT skills
	Application

	Desirable
	4.4
	Evidence of appropriate and continuous further professional development.
	Application

	5. Attributes and disposition:

	Essential
	5.1
	Share our commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults. 
	Application/interview

	Essential
	5.2
	Be committed to equality of opportunity for all.
	Application/interview

	Essential
	5.3
	Be emotionally resilient and intellectually competent.
	Application/interview

	Essential
	5.4
	Demonstrate a commitment to teamwork and collegiality.
	Application/interview

	Essential
	5.5
	Be committed, enthusiastic and flexible in aiming for excellence and continuous improvement.
	Application/interview

	Essential
	5.6
	Reliable, punctual and responsible
	Application/interview

	Essential
	5.7
	Confident, proactive and professional
	Application/interview

	Essential
	5.8
	Ability to act on own initiative and effectively manage own time
	Application/interview

	6. Other requirements:

	Essential
	6.1
	Able to obtain enhanced DBS clearance.
	Application/interview

	Essential
	6.2
	Willing to take part in team meetings and engage with continuous professional development.
	Application/interview

	Essential
	6.3
	Ability to work flexibly in line with the needs of the school. Flexible approach to working hours.
	Application/interview

	Desirable
	6.4
	Ability to undertake business travel with possible overnight stays.
	Application/interview


