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	A
	Job Title
	PA to the Bursar – Assistant Clerk to the Governors


	B
	Job Outline
	The PA will provide a confidential administrative and secretarial support service, be pro-active and have the ability to exercise judgement and discretion to maximise the Bursar’s time.  Working in the busy ‘hub’ of the Bursary office, where multi-tasking and prioritising are key.


	C
	Accountable to


	The Bursar



	D
	Job Description
	· Devise, maintain and monitor the appropriate administrative systems, including an effective ‘bring-forward’ file, ensuring that the Bursar is prepared with the necessary paperwork for meetings/events sufficiently in advance.
· Support the Bursar in his role as Clerk to the Governors.
· Keep Companies House online account up to date
· Take minutes of termly Governors meetings
· Circulate Governors minutes and meeting papers to the Governors. 
· Oversee Governor induction and keep records of Governor visits.
· Help organise and take minutes of termly Governor sub-committee meetings.
· Work closely with the Finance Manager and Admissions Registrar in pulling together paperwork ahead of the Bursary Awards Meetings.
· Manage the Bursar’s communications, dealing directly and promptly with routine correspondence, emails and telephone calls, taking action on his behalf whenever possible.
· Plan and maintain the Bursar’s electronic calendar, ensuring it is manageable.
· Deal with day-to-day issues as they arise in a sensitive and confidential manager as appropriate.
· Ensure that all relevant paperwork is filed correctly and readily available to the Bursar
· Support the Bursar’s own budget management by recording the receipt of invoices and keeping an up to date record of expenditure
· Support the Bursar with ensuring all school policies are kept up to date and in line with the Independent School’s Inspectorate (ISI) regulations.
· Work closely with the Bursary Administrator to provide support for bursary staff where required.
· Together with the Bursary Administrator ensure that the bursary office is welcoming to visitors, open and operational throughout the working day.
· Co-ordinate arrangements with and for the Bursar’s visitors,
· Manage the room booking system on behalf of the Bursar when required.
· Maintain a good working relationship with all staff within the School, whilst ensuring total confidentiality and discretion.


.

	E
	Qualifications/ Skills/ Experience
	Essential:
· Previous experience in a similar capacity
· Ability to multi-task and prioritise, planning own workload to fit around the needs of the Bursar
· Complex minute taking allowing for an accurate record to be made of key Governor, leadership and strategic meetings.
· Professional and discreet 
· Strong organisational skills
· Ability to communicate well with parents, prospective parents, pupils, governors and both teaching and support staff
· Ability to use initiative by completing tasks on behalf of the Bursar when appropriate
· Excellent IT skills, including Word, Excel, and Powerpoint.
· Good customer focus skills
· Ability to work under pressure to a high standard.

Desirable:
· Experience within any of the following sectors would be beneficial but is not essential: Educational setting, HR, Health & Safety, Finance or Compliance.

	F
	Working Hours
	The role is 40 hours per week plus a 30-minute unpaid break for lunch. Core hours are 9:00am to 5.30pm, Monday to Friday, some flexibility on start/finish time.

25 days holiday plus bank holidays

Full Time post – 52 weeks a year 
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	G
	Salary and Conditions

	Salary in the region of £28,000 to £32,000 depending on experience.
School lunches available.
Use of leisure facilities at dedicated times
Membership of School’s defined benefit pension scheme with up to 5% employer contribution.


	The post holder’s responsibility will include promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact.  The post holder will be expected to adhere to and ensure compliance with the School’s Child Protection Policy at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the School s/he must report any concerns to the Headmaster in his capacity as the School’s Child Protection Officer.
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