THE LONDON ORATORY SCHOOL
Seagrave Road, London, SW6 1RX
Telephone: 020-7385 0102    Facsimile: 020-7381 7676

The school is an outstanding Roman Catholic school in the trusteeship of the Fathers of The Oratory, London.  There are 1330 pupils, 80 boys aged 7 to 10 in the Junior House receiving a specialist music education, 900 boys aged 11 to 16 in the first to fifth forms and 350 in the sixth form, including 80 girls.

The school is looking to appoint maternity cover for the Headmaster’s PA to start in March 2018.  The position is full-time working five days per week, 37.5 hours per week, excluding a lunch break.

Applicants must complete an application form which, along with further details, can be found on the school website www.london‑oratory.org/vacancies.  Applicants should submit a full application form naming two referees, to the Procurator by email (procurator@los.ac) by 9am on Monday 21st January 2019.  Applications made without a school application form will not be considered.

This school is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all staff and volunteers to share in this commitment. The successful applicant will need to undertake an Enhanced Disclosure from the Disclosure and Barring Service.


HEADMASTER’S PERSONAL ASSISTANT
(MATERNITY COVER)


OVERRIDING REQUIREMENTS
Terms of the engagement
The appointment is subject to the provisions of the Handbook for Non-teaching Staff.
The standard hours of the post are 37.5 hours a week (excluding a one hour mid-day break each day) from 8.15am to 4.45pm.  However, the post holder will be expected to work such additional hours as may be necessary and reasonable to enable him or her to discharge effectively his or her duties.  No additional payment will be made for overtime or irregular hours.  The annual leave entitlement is 25 working days (excluding public and bank holidays), to be taken at times agreed by the Procurator.  The holiday year starts on 1st April.
Job title
Headmaster’s Personal Assistant
Salary
Scale Point AD3a: 33,651 to be paid into the employee’s bank account in twelve equal payments on the last working day of each calendar month.
Responsible and accountable to
The Headmaster
Pension Scheme
The Local Government Pension Scheme is available to all members of non-teaching staff.  More details are available from The Procurator.
Length of tenure
6-12 months or possibly longer, with effect from 1st March 2019 (negotiable); given the uncertain nature of maternity cover contracts, a month’s notice will be given in the event that the current post-holder wishes to return.  
[bookmark: _GoBack]If the current post-holder does not wish to return to the post, we will advertise for a permanent vacancy both internally and externally.

JOB DESCRIPTION

	GENERAL REQUIREMENTS
The Headmaster’s Personal Assistant is expected to have a good working knowledge of ICT and to be familiar with appropriate computing and IT procedures, including word processing (Word) and spreadsheets (Excel), databases and use of the Internet, and to keep up-to-date with developments in these areas.
All members of the support staff are expected to be flexible and to assist with duties outside their normal area of responsibility from time to time.
The nature of the work demands that discretion and confidentiality are of utmost importance at all times.
The duties and responsibilities set out here are not exhaustive and may be changed or added to in the light of subsequent developments and the best interests of the exigencies of the school.



	PARTICULAR RESPONSIBILITIES AND DUTIES 
The Headmaster’s Personal Assistant has overall responsibility for the day-to-day management of the Headmaster’s office and the particular responsibilities and duties set out below.  
1 generally keeping abreast of and informed about the work of the Headmaster and the routines of the School, which will necessarily involve reading papers, minutes and correspondence, working closely with members of staff, particularly the Procurator and senior teaching staff;
2 from time to time,  attending meetings with the Headmaster;
3 working closely with and generally assisting the Headmaster in his work, including that associated with his membership of outside bodies;
4 providing the Headmaster with administrative and secretarial support;
5 being familiar with appropriate computing and IT procedures, including word processing (Word), spreadsheets (Excel) and the School’s data management system;
6 maintaining the filing system, including looking out correspondence, maintaining a system for bringing forward items, reviewing regularly pending and pending reply files, maintaining a system of referencing and cross-referencing, matching up and keeping together related correspondence and other appropriate items within files and keeping track of active files;
7 monitoring the School email account and responding or forwarding emails to the appropriate person;
8 having responsibility for the Headmaster’s post (both Royal Mail and local authority), work to be undertaken and any special arrangements for the day;
9 dealing with the Headmaster’s routine correspondence, including the drafting of letters, ensuring that correspondence is dealt with expeditiously;
10 keeping the Headmaster’s diary, ensuring that items from the school calendar and the bulletin are entered, making appointments, and informing others with an interest of the Headmaster’s appointments and schedules with appropriate information;
11 dealing with telephone calls and inquiries;
12 checking the Governors’ email account and forwarding emails accordingly;
13 attending the Headmaster’s morning briefing meeting (8.15am), various routine weekly meetings and heads of department meetings;
14 keeping brief notes or minutes of meetings and circulating accordingly; and writing summaries and briefing papers for meetings;
15 preparing routine statistical reports, returns and analyses;
16 preparing papers for meetings, ensuring that all papers related to items on the agenda, or to matters arising from previous minutes, are included;
17 maintaining the invitation lists of guests for school functions, ensuring that invitations are sent out in good time;
18 ensuring that annual letters, memos and associated materials are amended, brought up-to-date and distributed at the appropriate times during the year;
19 assisting the Procurator and the Deputy Headmaster with the administrative procedures for the appointing of teaching staff employed at the School, including placing adverts, liaising with Heads of Department on interview schedules, logging and acknowledging applications, calling candidates for interview, ensuring that further information is sent to candidates, sending for references and making other necessary arrangements for interviews as required;
20 maintaining the Single Central Record and administering vetting checks (DBS) on all those working or volunteering at the school, including rechecks as appropriate; authorising invoices for the online service provider;
21 keeping up to date with legislation and guidance about employment and vetting checks (from e.g. Ofsted, DfE) and any changes to the requirements of the Single Central Record;
22 assisting the Procurator with the completion and submission of the annual School Workforce Census in November each year and any other surveys or censuses on the school workforce;
23 ensuring that the Registrar, the housemaster and the form-teacher concerned and any other member of staff with an interest are aware of any correspondence concerning pupils, particularly in respect of exclusions and of their progress and outcome;
24 where appropriate, communicating information to relevant members of staff, in particular to the deputy headmasters, the Procurator, the Registrar, the Housemasters and the form teachers;
25 liaising with the Procurator to ensure that necessary arrangements are made for refreshments for the Headmaster’s meetings and receptions and for the entertaining of the Headmaster’s guests; securing Senior Prefects as ushers when required; setting up the Headmaster’s Office for guest receptions;
26 processing new joiners, both teaching and non-teaching staff: including, opening personal file and creating electronic records – updating when necessary;
27 making any necessary travel or accommodation arrangements for the Headmaster;
28 working with the Headmaster on the revision of the Staff Handbook;
29 drafting the school summary calendar;
30 coordinating the revision and production of the Calendar, Rules and Regulations and the Rugby Fixtures booklet;
31 working closely with the Clerk to the Appeal Panel in respect of appeals against admission decisions: logging appeal form requests and drafting responses for the Headmaster; devising a timetable of appeal hearings and informing appellants; preparing and sending paperwork to appellants and Appeal Panel; arranging refreshments for the Appeal Panel; booking the venue; updating, preparing and sending outcome letters;
32 assisting the Procurator with arrangements for various events, including the Patronal Festival and the Annual Carol Service;
33 arranging the insertion of bookplates in Service Books and the distribution of Service Books to members of staff;
34 keeping a diary of vehicle and room bookings;
35 keeping a stock of drinks for functions organised by the Headmaster;
36 assisting with the distribution of the Oratorian magazine;
37 ordering and issuing academic desk diaries for staff;
38 providing some secretarial and administrative support to school’s Foundation Charity including preparing paperwork for meetings, taking minutes, assisting with events, help preparing the accounts and investigating legal procedures.
39 Assisting with refreshments, e.g. tea and coffee, for significant visitors and guests
40 Co-ordinating and administering governor and IRP exclusion panels, as required
Such other duties as the Headmaster (or a senior member of staff acting on his behalf) may reasonably require from time to time.  During school holidays, all members of the support staff are expected to be flexible and to assist with duties outside their normal area of responsibility.




	
PERSON SPECIFICATION 

1 Good level of general education including GCSE Maths and English at Grade C or above, or equivalent 
2 Fully conversant with Microsoft Office packages especially, Word and Excel 
3 Experienced in the use of MIS systems 
4 Display high attention to detail 
5 Good organisational details with ability to multi-task 
6 Previous high level secretarial/ administration experience 
7 Presentable and comfortable in a “front of house” role (meet and greet) with excellent customer service skills 
8 Able to work on own initiative, prioritising conflicting demands 
9 Demonstrate an understanding of the education sector 
10 Flexibility in managing workloads at key times in the school year 
11 Be willing to act as part of team and be prepared to become involved in any aspect of the operation of the school 
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