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St. Joseph's Convent School

PA to the Headteacher/
School Secretary


St. Joseph's Convent School
59 Cambridge Park
Wanstead
E11 2PR
0208 989 4700
Email: sbm@stjosephsconventschool.co.uk
We are a Mercy School
We will live and work together as Jesus taught us,
spreading his loving friendship to everyone we meet.

St. Joseph's Convent School

St. Joseph's is an independent girls’ day school with 150 pupils aged between 3 and 11. The school is situated on the edges of North East London and Wanstead, with easy access to both country and city. 
St. Joseph’s was founded in 1918 by the Sisters of Mercy to provide quality education to girls from the vicinity of the school in Wanstead, East London.  A purpose built Nursery, hall and Prep building have been added over the years.
Under the auspices of the Charity of the Institute of Our Lady of Mercy, who remain Trustees of the school, St. Joseph’s maintains a non-profit making stance which helps keep the fee structure as low as possible, whilst maintaining an ongoing programme of expansion and renewal of facilities.

Job Description

PA to the Headteacher/School Secretary

The PA reports directly to and provides all administrative and personal assistance to the Head.  The PA will also provide some administrative support to St. Joseph’s Senior Management Team.  You will be required to work with minimal supervision and have the ability to provide a good client service.  The ability to be discreet, reliable, punctual, motivated and hard-working is essential, as is being able to multi-task and prioritise your workload.  The School Secretary role provides administrative support for all aspects of the school’s activities.

Duties & Responsibilities:

· Anticipate the needs of the Head
· Maintain filing system, including confidential information
· Schedule and arrange meetings (internal and external)
· Organise and maintain Head’s diary
· Preparing material for circulars to parents/class letters (either  electronically or postal)
· Sort mail and forward to the appropriate person
· Maintaining the email Inbox, forwarding messages if necessary
· Answer the phone, screen calls, take and relay messages 
· Typing and proofreading correspondence, replying to correspondence
· Responsible for Statistical returns to government departments/Redbridge etc.  
· Maintaining admission applications/arranging interviews/ correspondence/visits 
· Organising Early Years Grant and associated returns/paperwork
· To book venues/coaches for school events/trips, school photos; assist with occasional evening/weekend events such as concerts/plays and other functions held by the school (e.g. Bazaar, Sports day, netball tournament)
· Respond and provide information to general enquiries
· Meet and greet clients, showing an understanding of the needs of people from different cultural  and language backgrounds
· Service and minute termly Governors meetings
· General office duties, photocopying, fax machine, maintaining stationery
· Provide administrative support to the Senior Management Team as and when required
· Line Manager to Midday Supervisors
· Responsible for DBS checks/Central Register
· To understand and comply with the School’s Health & Safety & Equal Opportunities Policies
· To read and comply with all other School policies relative to the role
· Undertake any other duties as deemed necessary by the Head

Key Skills and Attributes
Ability to:

· Deal with individuals at all levels
· Be discreet
· Be a team member
· Work under pressure 
· Prioritise and multi-task
· Good communication skills
· Good written skills
·      Proficient in Microsoft Windows, Office, Excel, Outlook, Internet (training will be given for other                    	software packages if necessary)

The salary (pro rata) offered will depend on experience and salaries are reviewed annually in September. 

The post is for 40 weeks per year and your working hours will be 8.00am – 4.30pm, Monday to Friday.   This position requires a certain level of flexibility and you may be required to work after hours and the occasional weekend. Smart dress is required at all times.

[bookmark: _GoBack]A non- contributory pension scheme is available to all non-teaching staff .

Candidates should be aware that all posts in the School involve some degree of responsibility for safeguarding children.  The successful candidate will be required to complete a DBS disclosure application at the Enhanced Level.  References will be sought on short-listed candidates prior to interview.  Please make it clear on your application form if you do not wish us to approach referees. 
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