CONTEXT SHEET

	JOB FAMILY
	BUSINESS SUPPORT

	SECTION
	PA

	GRADE
	7

	PA to the Principal
Providing an effective personal administrative support to the Principal. This will include setting up and maintaining effective administration systems, and being the first point of contact to deal with queries on behalf of the Principal and other members of the Senior Leadership Team. 
Secretary to Governing Body

Responsible for providing effective administrative support to the Governing Body.



	PA to the Principal
· To be responsible for the management of the Principal’s diary, organising and scheduling meetings, training courses and travel arrangements.
· Develop and distribute agendas and prompt actions from school meetings including Senior Leadership Team meetings, Chaplaincy meetings, Finance and Premises meetings, Safeguarding meetings and Disciplinary meetings, at all times maintaining timely responses to tight deadlines.
· To be responsible for all recruitment administration.
· Liaise with HR regarding the implementation of all employment related policies and procedures.

· Responsible for the induction of new employees including the completion of appropriate documentation.
· To deal with the Principal’s post and school office email account, redirecting/distributing as appropriate. To sort and distribute the incoming mail from the Local Authority (LA) and the Department for Education (DfE) to the necessary/relevant parties across college.
· To review and develop effective and efficient administrative systems with responsibility for establishing and managing an effective filing system for the Principal.
· To receive and welcome visitors to the Principal in a professional manner, providing refreshments as required – this involves interacting with colleagues, other Principals, students, governors, parents and members of the public.
· To ensure strict confidentiality is maintained at all times in relation to handling sensitive information pertaining to students, staff or college matters/issues.

· To assist the Principal/Leadership Team to produce the annual college calendar, student planner, prospectus and newsletter.
· Responsible for the word-processing of confidential correspondence, documents and reports for the Principal and other members of the Leadership team.

· Prepare and approve letters to be sent to staff, other Principals, students, governors, parents and members of the public.
· To provide full administrative support to the weekly Leadership Team meetings, specifically taking minutes and distributing to all members of the Leadership team. 

· To co-ordinate the Leadership Team’s schedule of meetings.
· To ensure staff records are updated and maintained accordingly.

· Regularly review the school website, parents’ portal, college database etc, to ensure information is up to date and accurate. 
· To ensure the single central record is up to date.
· To be responsible for ensuring training courses for all school staff are booked promptly following approved authorisation and update CPD records.
· To keep a record of statutory policies and remind staff when policies are due to be updated and distributed to Governors for approval.
· To compile and update the following Policies for distribution to the Governing Body for approval when necessary; Annual Leave Policy, Staff Absence Policy and Code of Conduct Policy.

· Responsible for Staff Workforce Census.
· Ensure Performance Management paperwork is up to date and filed for Support Staff.
· To ensure the single central record is up to date.

Staff Supervision

· To be responsible for the management of Receptionists, Reprographics and admin staff.

· Determine workload priorities for all staff managed and ensure Reception/office cover is provided at all times

Secretary to Governing Body

· To undertake all administrative and secretarial duties connected with the Governing Body including communication and preparation of the Principal’s report.  This will involve working effectively with the Chair of the Governors, Principal and other governors.
· To plan, co-ordinate and implement the annual Governors’ schedule of meetings. To notify attendees and provide the relevant documentation for each meeting, to ensure that business is completed within agreed standards and meeting the college's requirements.

· To ensure all Governors’ correspondence is acknowledged, sorted and referred on to appropriate channels, to meet required service standards. 

· To manage filing, retrieval and archiving systems on behalf of the Governing Body.

	RESPONSIBLE TO: 
Principal

	RESPONSIBLE FOR: 
Receptionists, Reprographics Student Services
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