
Job Description					
Job Title:		Personal Assistant to the Head/School Secretary

Name:			…………………………………………..

School:			Salcombe Preparatory School

Role Outline 
Key Purpose of the Job
To provide wide-ranging, proactive, personal assistance and support to the Headteacher, implementing both the operational and strategic requirements of the school.
Key Accountabilities General
Ensure that smooth functioning of administrative matters underpins the school’s core function of enabling pupils to learn and staff to teach

School values and ethos
· Support and uphold the school’s vision statement
· Set an example of calm and courteous conduct based on personal integrity and consideration for others

School development and promotion
· Act as an initial point of contact for the Headteacher
· Act as an ambassador of the school at all times 
· Assist with the administration of major school events and open days
· Assist with marketing activities as required

People
· Provide confidential and professional secretarial support to the Headteacher, including diary management; organisation of internal and external meetings; preparation of papers; agendas; minute taking ensuring efficient follow up and timely distribution; maps, catering and accommodation. 
· Monitor and manage the Headteacher’s emails and post, ensuring all confidential items are passed unopened to the Headteacher 
· Distribute correspondence, using own judgement to determine the most appropriate person to delegate to and/or the appropriate action that may be required
· Screen all telephone calls on behalf of the Headteacher, liaising with key internal colleagues to ensure the timely and accurate transmission of key developments or other information
· Prepare draft responses for all correspondence; assemble, draft and edit documents, project and administrative work as and when required. 
· Provide administrative support to the Business Manager / Bursar and provide assistance and cover for other administrative staff as required
· Organise national and local travel itineraries ensuring all expenses are claimed in a timely manner 
· Conduct any necessary research and activities for the Headteacher.


Policy
· to continuously review new systems and ways of working 
· to be involved with the preparation and updating of policies and procedures

Communications
· Manage all relevant papers, bringing them to the attention of the Headteacher in a timely and appropriate manner
· Ensure that all deadlines set by the Headteacher are achieved
· Progress and pursue actions and contacts on behalf of the Headteacher in follow up to correspondence and meetings, using judgement about priority and level at which issues must be resolved.
· Respond to reference requests
· Ensure efficient communication and dissemination of relevant information to all staff as appropriate
· Proactive involvement with databases and developing IT skills in the administrative area of the school

Secretarial
· Provide efficient and effective secretarial support to all staff within agreed timelines, ensuring the Headteacher has sight of all outgoing school communications.  
· Assist the Headteacher’s PA with the smooth operation of school events and day to day tasks
· Using SIMS

Contact
· First point of contact for all visitors, parents and ad hoc enquiries
· Ensure the prompt delivery of all messages between staff, pupils and parents 
· Liaise with external sports coaches and peripatetic staff 
· Liaise with all visiting tradesman, contractors and third party deliveries
· Ensure the school voicemail is kept updated and activated on a daily basis

Resources
· Manage resources carefully and economically
· Alert the Business Manager and Headteacher of any unusual costs well in advance

Miscellaneous
· You may be required from time to time to undertake comparable ad hoc duties as required by the Headteacher and/or Business Manager 
Person Specification
· Proven PA experience 
· Line management experience 
· Proficient skills in Word, Excel, PowerPoint, Outlook
· Excellent diary/time management skills
· Flexible approach 
· Working knowledge of schools is highly desirable, but not essential

Administration
· Process all incoming/outgoing post, telephone enquiries and central office filing
· Undertake requests from teachers/support staff for photocopying etc.
· Ensure voicemail is updated and activated during times of operation 

General
· Respond to informal, reasonable requests within your skill/capability
· Be willing to train in First Aid
· Be responsible for administering First Aid for minor accidents

Safeguarding:
[bookmark: _GoBack]The job holder’s responsibility for promoting and safeguarding the welfare of children and young person’s for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the relevant Cognita Safeguarding Child Protection Policy and Procedures at all times.  If in the course of carrying out the duties of the role, the job holder identifies any instance that a child is suffering or likely to suffer significant harm either at school or at home, s/he must report any concerns to the School’s Child Protection Officer/Designated Safeguarding Lead or to the Head or indeed to the Regional CEO so that a referral can be made accordingly to the relevant third party services.





Signed …………………………………………………………………….  (Post holder)

Signed …………………………………………………………………….  (Head)

Date ………………………………………………………………………..
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