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To manage the school’s Personnel services to staff.


To ensure a high standard of administrative and management support for the Headteacher, in order to assist in the smooth running of his activities, working under his supervision but expected to exercise considerable initiative in performing delegated duties, seeking the necessary advice where appropriate.








Office Manager, Administrative Assistant, Receptionist








Responsible for: 


(the number and job titles of direct subordinates)

















Maintain accurate personnel and other records


Communicate effectively and professionally with all levels of staff, external organisations, pupils and parents.


Understand the contribution that support staff and other professionals make.


Contribute to and share responsibility in the corporate life of the school.


Organising and managing effectively people and events.





Professional Values and Practice














Responsible to: 


(job title of line manager or immediate superior)




















R O L E  •  P R O F I L E











Appraise staff as required by the school policy on performance management and use the process to develop the personal and professional effectiveness of members of staff.








Contributes to performance 


reviews of:























Headteacher





PA to the Headteacher





Purpose of the post

















Department or area




















Job Title




















Coombe Boys' School, 


College Gardens, Blakes Lane, New Malden, Surrey KT3 6NU


Tel: 020 8949 1537 E-mail: bvb@rbksch.org





�











Results, Achievements, Standards





Support the policies and practices for School Administration which reflect the schools commitment to high achievement and effective teaching and learning.


Contribute to pupil’s spiritual, moral, cultural, mental and physical development and preparing pupils for the opportunities and responsibilities of adult life.





Teaching and Learning





Support staff in their drive to raise standards of teaching and learning. 





Student Development and Well Being





Contribute to a purposeful learning environment where learners feel safe, secure and confident.


Support staff to manage learner’s behaviour constructively and promote self-control and independence.


Understand and participate in the contribution made by the pupils’ understanding of the duties, opportunities and rights of citizens; how to recognise and deal with racial/homophobic stereotyping.


Support the development of: 





Effective communication and engagement


Young person development


Safeguarding and promoting the welfare of the child


Support transitions


Multi-agency working


Sharing information





Relationships with Parents, Schools and Community





Support the partnership with parents to involve them in their child’s learning and support the provision of information about curriculum, attainment, progress and targets.


Ensure the parental contact is friendly, supportive and professional.


Ensure relationships with the wider community, other schools and external organisations is professional informative.





Learning and Growth





Managing own learning and performance.

















R O L E  •  P R O F I L E








Main Responsibilities























Human Resources 





To assist the Head teacher with the recruitment process including


Preparation and placing of adverts


Obtaining references


Letters of appointment and issue of contracts


Completion of all necessary starter paperwork 


Issue of photo security passes 


Manage all personnel matters including


Ill-health referrals


Maternity /paternity/shared parental leave


Monitoring of absence, sickness and self- certification process


Processing leavers and archiving personnel files 


Produce annual staff statistics for Governors Personnel Committee


Manage the administrative processes for staff contract variations, annual salary reviews and performance management.


Maintain personnel records both on the SIMS system and manual files, ensuring confidentiality in line with data protection requirements.


Ensure all HR processes and systems are in line with current employment legislation and compliant with the Trust’s HR policies.


Provide written authorised documentation to the  school business manager for any staff variations that will affect payroll in time for  payroll cut off deadlines


Ensure all safeguarding procedures are in place and adhered to. In particular


Manage the Single Central Record


Contribute to the annual Safeguarding Compliance Checklist to RBK


Ensure DBS Checks for all staff, governors and volunteers are in force and renewed every 3 years in accordance with Trust policy


Responsible for the accurate completion and submission of the School Workforce Census. 


Attendance at Borough Personnel Briefings








PA to Head teacher 





To provide confidential clerical and administrative support to the Headteacher.


To produce accurate and high quality school publications, policy documents, briefing papers, reports, presentations etc as required.


Open all post addressed to the Headteacher and the School.


Deal with the Headteacher’s correspondence including the typing of reports, termly report to Governors, meeting agendas  and minutes.


To liaise with Heads of Department and teaching staff with regards to the work of the Headteacher.


To provide administrative support for the monitoring and exam feedback processes.


To provide support in the organisation of curriculum based events.








R O L E  •  P R O F I L E








Main Responsibilities and Tasks


























To provide administrative support to the Headteacher- in relation to governors items.


To maintain and store data relating to Teaching and Learning including Lesson Observations, Learning Walks and Book Looks.


To carry out fact finding exercises and assist in the completion of performance and monthly licence returns.


To support the Headteacher in the updating of the SEF and the census.


To prepare meeting agendas and photocopy and distribute additional papers.


To input data as appropriate.


To assist in the organisation of key school events and conferences.


To assist in the creation and provision of information/marketing material e.g. website, prospectus etc.


Precise and accurate maintenance of information and policies.


Diary Management.


To develop a rounded understanding of the use of Sims through on the job training.


To make hospitality arrangement as required by the Leadership Team.


To provide refreshments for visitors as required.


Ensure the leadership kitchenette is well maintained and refreshments replenished.











Website


To liaise with Marketing team to update the site when necessary


Update calendar in line with School calendar


To provide updates as and when required by staff





To perform any other duties which the Headteacher may reasonably require.





























R O L E  •  P R O F I L E








Main Responsibilities and Tasks




















Participate in any arrangements within an agreed national framework for the appraisal of performance.











Headteacher and Leadership Team, support staff, teaching staff, pupils and students.











To action relevant aims of the School Development Plan in line with school strategies direction as indicated by the Line Manager.








Created by                                                                                          Agreed by                                                                                                        Date               /           /


                   _________________________________________                           ______________________________________________ 





N/A








N/A








R O L E  •  P R O F I L E








Ensure health and safety and child protection regulations are observed at all times.











Health and Safety 

















Budget Responsibilities














Resource Responsibilities














External Relationships














Key Internal Relationships

















Appraisal 

















School Development Plan Focus

















Other relevant organisations, community partners, borough staff, other schools in and out of borough, parents, visitors to the school.














Terms of Employment





Time


Support staff do not have Directed Time within their hours.  However staff may on occasion be asked to attend after school events and this is compensated for by their non-attendance at twilight Inset sessions.





Undertaking other duties as may reasonably be expected 


NB This job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly and may be subject to modification or amendment after consultations with the post holder.














