Application Pack for: Headteacher’s Personal Assistant
Closing Date: Midnight on Friday 20th August 2021
St Mark’s Church of England School
Part of the Midsomer Norton Schools Partnership
Bay Tree Road Bath BA1 6ND
Tel: 01225 312661

Website: www.st-marks.org.uk
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Welcome to St Mark’s School, Bath
Post:
Contract type:
Contract type:
Hours:

Headteacher’s PA
Permanent
Full time
37 hours per week
Term Time Only plus 5 INSET Days and 5 days during school
holiday periods (dates to be agreed with the Headteacher).

Working Hours:
Salary:

8:15am to 4:15pm (includes 35 minute break)
Grade 6, SCP 18 - 22 (£24,982 - £27,041 gross per annum FTE)
Actual pro rata salary due to term time and School holiday
working £21,847.21 - £23,647.84

Closing date:
Start date:

Midnight on Friday 20th August 2021
September 2021

Thank you for expressing an interest in the post advertised, to start on 1st September 2021.
Please find enclosed information that I hope you will find helpful in making your application.
St Mark’s School is seeking to appoint a Personal Assistant to the Headteacher. This post will
provide a full and confidential administrative support service to the Headteacher.
The postholder will represent the School by being professional, articulate and well presented
at all times. They will act as the main point of contact for parents, visitors and staff with regards
to the business of the Headteacher.
The successful candidate will have excellent interpersonal skills as well as excellent IT skills
and knowledge of Microsoft packages. They will have the ability to work under pressure, work
to deadlines and use their initiative. At least 3 years’ experience in a relevant Personal
Assistant or secretarial role is essential. Please see the job description for further details.
St Mark’s School is a former voluntary-aided Church of England School in the Diocese of Bath
and Wells and in the local authority of Bath and Northeast Somerset. The school seeks to
provide excellence in education as a mixed comprehensive school. Our vision is to promote
self-worth that inspires our students to live well, achieve their goals and be a force for good in
their school and in the world.
This is an exciting time to be joining the school. The school converted to an academy on
1st May 2020 and joined the Midsomer Norton Schools Partnership, a multi-academy trust
consisting of 26 schools with approximately 11,000 pupils on roll.
The Midsomer Norton Schools Partnership Trust is focused on school improvement as its
primary aim. Trustees believe that through effective and true collaboration, excellence can be
achieved in our schools. The Trust does not seek to make all schools the same, but through
sensible standardisation of practices and outstanding support and challenge, they aim to
ensure all schools within the Trust are ‘good’ or better.
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We are committed to safeguarding and promoting the welfare of children. We follow safer
recruitment practices and appointments are subject to an enhanced DBS check.
I do hope that, having read all of the details regarding the position and having studied the job
description, you apply to become part of this ambitious, friendly and supportive school.
Yours sincerely,

Barnaby Ash, Headteacher
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About St Mark’s School, Bath
St Mark’s school promotes high levels of achievement within a culture of support and challenge
so that every student can achieve excellence at a level that is appropriate to their skills and
talents. Our vision is to promote self-worth that inspires our students to live well, achieve their
goals and be a force for good in their school and in the world.
St Mark's School was inspected by ‘Ofsted’ in June 2015, and was judged to be a ‘Good’ school
across all areas. This inspection highlighted the quality education that St Mark’s provides for
young people in Bath and the surrounding areas.
The school has also been recognised as a ‘Good’ Church of England school in its most recent
SIAMS inspection, under a rigorous new framework. The pastoral and academic support, the
school’s ethos and values as well as a commitment to academic development and well-being,
were noted as particularly positive areas.
The school retained its ‘Good’ category in November 2018 during its Section 8 inspection.
We are a small school by design with an annual PAN of 102, rising to 120, allowing for a more
personalised approach to teaching and learning. Post 16 students are taught as part of the New
Smith, a joint sixth form, for students at St Mark’s School and St Gregory’s Roman Catholic
College.
Our small class sizes mean all students have the opportunity for unrivalled mentoring and
individual support to enhance personal development. We encourage personal creativity and
welcome innovative, forward-thinking ideas from staff. Teamwork is also at the heart of
everything we do and by working together we aim to secure a successful future for all our
students.
We can offer you:
●

A forward looking and innovative school

●

A school with good behaviour and safety for all

●

Good facilities for teaching and learning

●

Leading edge professional development support to improve your practice

●

A school where care, guidance and support are central to ensuring students make excellent
progress

●

A school where learning is really personalised

●

An amazing staff team

●

Car parking on site
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Welcome from our students
St Mark’s is a small, friendly school. The staff all know our names and take an interest in us as
individuals. They spend time getting to know us and know how to make us work hard and
achieve more at school. Everyone is kind and supportive and it’s like we are a part of one big
family.
In a Headteacher’s Personal Assistant, we want someone who cares about those they support
and their success.
Mr Ash has led the school’s development and has ambitious plans to make our school a great
school. We would like our Headteacher’s Personal Assistant to be positive and caring, firm but
fair.
Our Headteacher’s Personal Assistant should be:
Clever
Kind
Interested in us
Not scary or intimidating
Positive when we are doing things well
Helpful when we might not understand things
Strict but fair
Head Boy and Head Girl, December 2019
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Location
We are located in one of the most beautiful corners of Bath, nestled between rolling hills on one
side and the bustling and vibrant village of Larkhall on the other. It has the feel of a semi-rural
village with the advantage of being a stone’s throw from the centre of Bath.
Our school sits at the heart of Larkhall, a vibrant, creative and thriving community, popular with
families and with a wonderful array of shops, businesses, community centres and schools, all
on the doorstep.
The World Heritage city of Bath itself needs little introduction. Over four million tourists a year
come to visit its many attractions, such as its Georgian architecture, its festivals, theatres,
museums, restaurants and shops. It boasts excellent schools, rugby and football teams and
Olympic standard training facilities at the University of Bath.
In May 2015, Bath was named as the second safest city in the world. It has also been recognised
by the Times newspaper as the best place to live in the UK, offering a very high quality of life.
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Job Description
Post:
Contract type:
Contract type:
Hours:

Headteacher’s PA
Permanent
Full time
37 hours per week
Term Time Only plus 5 INSET Days and 5 days during school
holiday periods (dates to be agreed with the Headteacher).

Working Hours:
Salary:

8:15am to 4:15pm (includes 35 minute break)
Grade 6, SCP 18 - 22 (£24,982 - £27,041 gross per annum FTE)
Actual pro rata salary due to term time and School holiday
working £21,847.21 - £23,647.84

Closing date:
Start date:

Midnight on Friday 20th August 2021
September 2021

1. Purpose of Job
To be the Personal Assistant to the Headteacher, which involves:

●

Representing the School by being professional, articulate and well presented at all times

●

Acting as the main point of contact for parents, visitors and staff with regards to the
business of the Headteacher

●

Being the Headteacher’s confidential aid and source of advice and guidance

●

Being an integral part of the School and City of Bath communities

●

To complete operational work on the school website under the direction of the
Headteacher/School Business Manager within agreed design protocols

●

To ensure that the School’s activities and showcase events are promoted positively to key
stakeholders and that the reputation of the School is shown in a positive light.

●

Liaising with: Headteacher, Business Manager, all members of the Senior Leadership
Team, members of the teaching and support staff as required, IT Support staff and
suppliers.
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2. Main Duties and Responsibilities
General:

●

To provide a full and confidential administrative support service to the Headteacher,
including responsibility for maintaining confidential paper records and electronic filing
systems and for other support to ensure the efficient operation of the School

●

To maintain and monitor the Headteacher’s diary, making appointments, co-ordinating
visits and ensuring overall effective allocation of time

●

To exercise judgement in dealing with the Headteacher’s correspondence, email and
telephone calls, responding to routine enquiries and drafting correspondence for the
Headteacher’s approval

●

To ensure provision of a typing, clerical and secretarial service to the Headteacher and
School, word processing confidential reports, memos and correspondence, receiving and
despatching post

●

To be a point of reference, contact and clarification, in the absence of the Headteacher,
using personal initiative to ensure the School’s business is processed satisfactorily

●

To provide administrative assistance to the Headteacher in work relating to the Governing
Body, liaising between the Headteacher, Chair of Governors and Clerk to the Governors

●

To provide appropriate administrative support for the Senior Leadership Team and other
members of staff as required, with particular emphasis on liaison between members of
staff and the Headteacher

●

To be responsible for arrangements relating to conference facilities

●

To have oversight of the administration regarding Certificate Evenings, Carol Services and
other School events including inviting guests, speakers and local dignitaries

●

To assist with the co-ordination and administrative arrangements for events such as
presentations and other functions

●

To support the Headteacher and HR team by having oversight of the administrative
arrangements regarding recruitment of staff, including preparing adverts, applicant packs
and setting up for interviews and personnel issues as directed

●

To liaise with the HR Officer to ensure that personnel files are kept up to date

●

To be responsible for arranging student mid-year entries

●

To have oversight of the School publications, PR and publicity

●

To collate the weekly Staff Bulletin and quality check the weekly School Bulletin

●

To update and proofread the work of the Headteacher in relation to the Prospectus,
Curriculum Booklets and School Handbooks as requested
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●

Maintain confidential system of all admissions records

●

To carry out, where delegated by the Headteacher, administration of student disciplinary
matters in connection with suspension procedures and court appearances

●

To carry out cover School reception duties when required

School Admissions

●

Act as a point of contact for parents interested in sending their children to the School both
in-year and September intake

●

Administer the student waiting lists, in-year admissions, coordinated admissions and
leavers

●

Support the induction process for potential parents to view the School and for children to
attend induction days and oversee the arrangements for students’ first day of school

●

Maintain and update the Admissions spreadsheet in September

●

Liaise with the Local Authority for transition of students from Years 6 to 7

●

Manage the appeal process for in-year and bulk appeals

●

Coordinate arrangements to ensure a smooth admission to School

Marketing & Communications

●

To be responsible for the design and production of all School publicity materials eg.
Prospectus, advertising, posters

●

To be the guardian of the School’s branding guidelines and ensure that these are adhered
to in all communications issued by the School

●

To ensure that the School website is updated regularly, providing the information that
stakeholders want to know in a timely, accurate and accessible manner in compliance with
the statutory requirements for school websites

●

To manage the School’s social media activity and monitor activity

●

To produce and distribute the weekly School Bulletin

●

To ensure that all staff comply with the School’s Communications Policy
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Design & Production

●

To design and manage the production of School documents and publicity materials, to
include event posters and tickets, programmes, external banner displays, prospectus,
new parent handbook, options booklets, letterheads, staff handbook, floor plans, fire
evacuation route

●

To present information in a creative and appealing way, within the requirements of the
School’s branding guidelines

●

To edit School photos for the website and bulletin as required

●

To edit documents in readiness for print

Communication Management

●

To train School staff on how to add/edit website content as required

●

To be responsible for the management of Parent Communication systems that may be
required

●

To manage Communication module for communicating with parents and to train School
staff in how to use it as required

●

To manage the School’s social media activity and monitor social media activity about the
School, reporting any issues to the Headteacher in a timely manner

●

To manage mailing lists for the weekly School Bulletin

●

To complete surveys and Google Forms as required

Other Specific Duties

3.

●

To understand and provide cover for other office staff members where appropriate

●

To participate in the first aid rota

Qualifications and Experience

Essential

●

Excellent interpersonal skills and ability to successfully work with people

●

Excellent knowledge of Microsoft and Google packages/work space
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●

Competent and accurate keyboard skills

●

A good basic education with a minimum of 5 GCSE/O Level passes at Grade 5/C or above,
including English Language

●

Courteous and friendly manner

●

Ability to work under pressure, work to deadlines and use initiative

●

At least 3 years’ experience in a relevant Personal Assistant or secretarial role

●

Excellent understanding of core design principles for the web and print

●

Experience of Adobe Creative Suite (Photoshop, Illustrator, InDesign)

●

To be creative

Desirable

●

At least 12 months experience working in a School environment/Previous experience of
working in a school environment

●

First Aid trained

●

HR/Personnel experience

●

Line Management experience

●

Experience using SIMS and Communications software

●

Knowledge of social media marketing

●

Experience of Google products (Calendar, Analytics, Forms)

4. General
This job description only contains the main accountabilities relating to this post and does not describe
in detail all duties required to carry them out. The post holder is required to carry out such duties as
are required and as are commensurate with the grade of the post and as requested by the
Headteacher.
The postholder will at times have access to information of a confidential nature and it is essential that
the successful applicant is aware of the need for discretion.
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The postholder will at all times carry out his/her duties and responsibilities with due regard to the
Governors' support of and commitment to Equal Opportunities Policies.
The postholder will be expected to undertake any appropriate training to assist them in carrying out
any of the above duties.
The postholder will be required to promote, monitor and maintain health, safety and security in the
work place. This will include ensuring that the requirements of the Health & Safety at Work Act,
COSHH, and all other mandatory regulations are adhered to.
The Academy is committed to safeguarding and promoting the welfare of children and young people
and expects all staff and volunteers to share this commitment. A satisfactory enhanced Disclosure
and Barring Service (formerly CRB) check is required for this post prior to commencement.
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Appointment Process
Closing date for applications:

Midnight on Friday 20th August 2021

Applicants are asked to submit their application, consisting of an application form and supporting
statement to:
Mrs Tracy Vaid, Clerk to the Governors
St Mark’s School, Bath
Bay Tree Road
Larkhall, Bath, BA1 6ND
They may also be submitted by email to clerkgov@st-marks.org.uk
Your application form and supporting statement (maximum 2 sides A4) should be received in the
school by midnight on Midnight on Friday 20th August 2021
Your supporting statement should relate to the school, the details you have received, and in
particular to the selection criteria in the person specification. Shortlisting will very much relate to how
convinced the panel are that you meet the criteria as stated. Please note that no other material
(such as testimonials or CVs) will be considered during the selection process.
If you would like to discuss the role further, or arrange a visit prior to application, please contact the
Clerk to the Governing Body, Mrs Tracy Vaid, on 01225 312661 or email: clerkgov@st-marks.org.uk
to arrange a suitable time.
Thank you for your interest in our vacancy. You will find us to be a very welcoming, happy school
with good standards of behaviour and high achievement.
Unfortunately it is not possible to acknowledge all applications individually. Please accept my thanks
for your interest in this post.
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