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	Purpose
	· The postholder will lead a confidential personal assistant service for the Headteacher.

· The postholder will provide administrative support for the senior leadership team
· Whole school administrative duties

	Reporting  To
	· Headteacher

	Grade/Hours
	· SO2-PO1
· 35hpw TTO + 4weeks  (8am-4pm)

	Disclosure
	· Enhanced

	MAIN DUTIES

	Personal Assistant to Headteacher


	· To ensure the provision of a personal assistant service for the Headteacher, including WP support, drafting and collating complex and confidential memoranda and producing reports etc, as required by the Headteacher including preparing the ‘Weekly things coming up’ email and HT briefing summaries.
· To supply various information to the Headteacher for inclusion in letters and reports. To prepare reports, and minutes of meetings as required.

· Pro-actively maintain the Headteacher’s diary and travel arrangements.

· To liaise with all staff, parents and outside agencies as necessary, on behalf of the Headteacher, drafting communications as appropriate.
· To facilitate meeting, including the taking of minutes, making room booking, arranging refreshments and welcoming visitors under the direction of the Headteacher.
· To create and maintain an effective record keeping system, including the oversight of whole school documents and reports including Performance Management of teachers.
· To update the accident log and to report same to the Headteacher.


	Admin Support for SLT

	· Liaising with the Senior Leadership Team to co-ordinate the administration and planning of school events.
· To produce and circulate the weekly school bulletin using Microsoft Publisher.

· To take notes at weekly internal meetings as directed.

· To provide wordprocessing and typing support, including reports, minutes of meetings and to participate in the processing of standard letters and documents.



	General
	· To act as clerk to the sub-committees of the Governing Body when necessary.
· The postholder will actively participate in all aspects of the Performance Management Scheme including undertaking duties and responsibilities for the purpose of self development.

· The postholder will be required to undertake other duties and responsibilities of a similar grade and nature in order to support workload peaks and resources and skills shortages to ensure the school's priorities are met.  This will be sensitive to available resources and individual skills and will normally be within the same service area.  Such other duties will not compromise the postholder's participation in the Performance Management Scheme.

· The postholder will be required to undergo appropriate training in connection with the development of new technology and assist in the implementation of computerised systems, in accordance with developments in Information Technology.
· If necessary, may be required to work in the administrative office to provide emergency cover.
· The postholder will comply with the school’s equal opportunities policy and assist with its development and promotion within the school.

· Support and uphold Swanlea Values and ethos.

	· Whilst every effort has been made to explain the main duties and responsibilities of this post, each individual task undertaken may not be identified.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· Employees are expected to present themselves and to act in a professional manner at all times.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.



	Qualifications/EXPERIENCE/Personal Attributes
	Essential
	Desirable

	A levels/level 3 qualifications
	X
	

	Minimum of 5 GCSE passes including Maths and English at grade C or above or relevant experience
	X
	

	Experience of PA/Executive Assistant role
	
	X

	Understanding of the importance of Confidentiality
	X
	

	Excellent word processing skills including, word, excel, publisher, powerpoint, etc
	X
	

	Knowledge and use of databases 
	
	X

	Excellent communication skills (both oral and written)
	X
	

	Excellent organisational and interpersonal skills and ability to meet deadlines
	X
	

	A positive ‘can-do’ attitude and commitment to assisting others 
	X
	

	Hardworking, resilient and professional 
	X
	

	Resourcefulness, enthusiasm and flexibility to work under pressure 
	X
	

	Pleasant and helpful telephone manner
	X
	

	Ability to work efficiently, be methodical and thorough with good attention to detail
	X
	

	Experience of interfacing directly with students/staff/parents/members of the public 
	X
	

	Understanding of and commitment to Swanlea School Values and aspirations 
	X
	

	Understanding of the need for and commitment to maintaining excellent attendance and punctuality 
	X
	

	Ability to show good time management
	X
	

	Ability to work on one’s own initiative and also as part of a Team
	X
	

	Commitment to own continuing professional development and to supporting the professional development of others 
	X
	

	Commitment to the highest standards of child protection 
	X
	

	Required to work transitional duties as and when required
	X
	

	A commitment to all aspects of equal opportunities
	X
	


Signed…………………………………………………………………………  

Date………………………………………..
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