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Job Specification
	Job Title:  PA to the Headteacher and SLT


	
	

	Grade: 8

	Job Evaluation Code:   



	
	

	Reporting to: Headteacher

	Manager’s Grade: Leadership


	
	

	Service Area: Children and Young People

	Service Directorate: Family - Schools


	

	Overall Purpose of the Post: 
Be responsible for undertaking administrative, financial, organisational processes within the school. Assist with the planning and development of support services.



	Requirements for the post


	
	Essential
	Desirable

	Qualifications/ Training


	NVQ 3 or equivalent qualification e.g. I.L.M. Certificate of First Line Management (Introductory Course)
Significant relevant Experience
DSL Training or willingness to undertake


	NVQ 4 or equivalent e.g. ILM Endorsed Certificate – (Skills for Middle Leaders

	Knowledge


	Excellent Numeracy/ Literacy Skills 

Effective use of ICT and other specialist equipment/resources 

Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation 

Excellent ICT skills and working knowledge of all Microsoft packages
Ability to relate well to children and adults 

Work constructively as part of a team, understanding school roles and responsibilities and your own position within these 

Ability to self-evaluate learning needs and actively seek learning opportunities
Child protection 


	Data Protection 

Freedom of Information

Health and Safety 

Performance Management

	Experience


	Several years’ experience working in an office environment at a senior level.
Experience of working in a school/education based setting

	

	Physical Skills


	The jobholder is expected to have excellent keyboard skills.

Proficient in the use of MS office applications and Financial Information Systems

	

	Competencies and other skills required


	Effective verbal and written communication skills and interpersonal skills

Ability to present complex information to a wide audience requiring high levels of negotiation, persuasive skills with diplomacy and confidentiality, with the ability to report and challenge as necessary.

Having the confidence to challenge opposing views by presenting robust arguments and reasons for the contrary view

	


	Key Outcomes/ Activities:
Admin Support to Headteacher and SLT

· To support the Headteacher in the role of a Personal Assistant by effectively organising and administering his/her duties, ensuring that the Headteacher is kept fully informed of all administration/behaviour and safeguarding issues within the school.
· Providing complex admin support to the wider SLT

· Open and distribute headteacher’s internal and external post.

· Answer the telephone and take messages, or where necessary, transfer the call on to the relevant member of staff.

· Respond to all routine and complex letters/emails and telephone calls.

· Responsible for Headteacher/Jotform email inbox. Making sure they are dealt with in a timely manner and to a satisfactory conclusion.

· Typing up of letters for the Headteacher, Governing body and members of the SLT.

· Responsible for diary management of Headteacher and SLT.

· Organising meetings within school face-to-face or Teams i.e. collating the appropriate paperwork, taking the minutes and chasing up the action points of the meeting

· Responsible for organising accommodation and travel for the Senior Leadership Team for offsite events.

· Maintain an accurate filing system for all letters and documents.

· Collation of information, typing up and distribution of newsletters and the school’s prospectus, under direction from the headteacher.

· Maintain confidentiality of all the school’s records relating to staff and pupils, in line with GDPR.

· Deal with complex reception/visitor etc. matters.

· Use of SIMS/ClassCharts/Edulink.

· Analyse and evaluate data/information and produce reports/information/data as required. 

· Advise the headteacher on matters relating to pupil and staff pastoral care. ·

· Responsible for ordering stationery and supplies for headteacher/SLT and PA use. · 

· Maintain central staff records e.g. current address/contact details etc. · 

· Operate relevant equipment/complex ICT packages · 

· Complete and submit complex forms, returns etc., including those to outside agencies. · 

· Oversee the organisation of visits from external agencies and visitors to the school. 

· Deal with or report, to the nearest member of the teaching staff, incidents that are seen or reported regarding pupils’ welfare. 

· Liaising with parents in relation to pupils taking holidays in school time and informing them of the school procedure in relation to this matter.
Safeguarding

· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to KCSiE.
· Liaise, as appropriate, with outside agencies such as educational welfare services/police/MASH.
· Designated Safeguarding Lead trained – triage/deal with incoming safeguarding calls 

· Responsible for the CPOMS system. Managing the system which includes close liaison with other schools and the CPOMS IT company. 

· Recording safeguarding incidents (CPOMS), including the production of reports on pupils for multi-agency meetings, liaising with other agencies i.e. MASH/police/social workers etc. and prioritising incidents. 

Suspensions and exclusions

· To liaise with parents of pupils deemed at risk of exclusion, Key Stage Co-ordinators, the Year Managers, EWO, Social Services and other outside agencies. 

· Carry out all matters associated with, and ensure completion of all documentation pertaining to exclusions, including arranging meetings of the Governing Body’s Behaviour and Discipline Committee within the specified time limit, act as clerk to the Committee, prepare papers, minutes and provide additional materials as requested. 
· Liaise with LA Exclusion Team, parents, outside agencies and appropriate school staff, ensure posting of all necessary documentation within required time limit, and report/update line manager with any concerns or worries.
·  Be responsible for the issuing of all suspension and permanent exclusion letters in line with Local Authority expectations. 

· Compile information/exclusion data for suspension/PEx and pupils in AP and in school based insolation for use by SLT and governors of Behaviour and Discipline meetings/full governing body meetings. 

· Attend Local Authority training for clerks/staff responsible for managing exclusions from school. 

· Clerk and arrange required paperwork/documentation for meetings of the governing body exclusion panels. · Organise and maintain files to support pupils on suspension from school so that information is available for staff to undertake reintegration meetings in a formal and planned manner
Governor Support

· To work with the Headteacher and Governing Body in all matters relating to Governing Body meetings; co-ordinating the headteacher’s report and ensuring the distribution of all necessary papers in good time for meetings.
· Act as clerk to the Governing Body’s Complaints Committee – first point of contact for the complaint and ensuring the files are ‘watertight’, arranging meetings, prepare papers, minutes and provide additional materials as requested. Ensure e-mailing/posting of all necessary documentation to Committee members in good time. Liaise with appropriate Officers of the LA, parents, outside agencies and appropriate school staff.

Other responsibilities

· Establish effective working relationships with pupils, acting as a role model and mentor.

· Responsible through liaising with IT staff for the quick and accurate update of the website/social media. 

· Overseeing admissions into school. Liaising with LA on numbers for the Headteacher. 

· Provide advice and guidance to staff, student teacher, pupils and others 

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person 

· Be aware of and support difference and ensure equal opportunities for all 

· Contribute to the overall ethos/work/aims of the school 

· Establish constructive relationships and communicate with other agencies/professionals 

· Undertake any necessary professional developments as identified in the school’s improvement plan taking full advantage of any relevant training and development available. 

· Recognise own strengths and areas of expertise and use these to advise and support others 

· Other duties commensurate with the grade of the post as directed by the Headteacher
The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	Responsibility for Resources



	Employees (Supervision):

SLT PA – Grade 7


	Financial: 
Budget oversight/responsibility for Headteacher’s Contingency fund

School credit card holder, arranges transportation and accommodation for headteacher and other members of SLT for events outside of school that they are attending


	Physical:
Effective use of learning materials and resources

Surface Pro

Mobile Phone

MIS Information

	Service Users:

The job holder liaises with the Governing Body, Headteacher and SLT, HR Manager, Site Manager, IT Manager, Finance Director, all school-based staff, SLA providers and external parties/bodies as required.



	Working Conditions: 
Office based.  Jobholder will be required to work flexibly to meet the demands of the role including attending Governing Body/SLT meetings on an evening 



	Characteristics of the post:

Employees are encouraged to participate in training activities in order to enhance their own personal development.

The employment checks are required:

· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications
· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a school or working with vulnerable young people and adults:

· Evidence of a satisfactory safeguarding check e.g. DBS check at the relevant level
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