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Heckmondwike Grammar School

Office Manager and PA to the Headteacher and the Senior Leadership Team
Candidate Information Pack

September 2017
Heckmondwike Grammar School is a unique school, with students who are eager to learn, keen to know more and want to enjoy their educational experiences. It is exceptional in many ways with a very mixed school community in terms of social background and ethnicity and yet producing results of the very highest quality. One statistic to demonstrate this combination- 53% of our sixth formers progressing to university last year were first generation applicants. This in many ways sums up the school: proud of the outcomes we achieve by working so effectively with young people we really care about, with an ultimate success measure of enabling them to proceed to where they want to go.

Misbehaviour is rare and excellent relationships between staff and students are the norm: teachers are able to ‘get on and teach’. Working here is still challenging, however, but in different ways: expectations are high and potential applicants will need to be able to operate effectively in a top performing environment. However, one of the principal joys of working at this school is our eloquent and motivated students. Consequently, outcomes are amongst the very best in the country, and this is the result of able cohorts being provided with high quality teaching that is supported by strong pastoral care for each student. The school is justifiably proud of the focus on academic attainment and knowledge of each individual that enables education to be tailored to every student’s needs; but also prioritises the support it provides to enable any barriers to progress to be addressed. The focus is and will always remain teaching and learning in the classroom, with staff training and development being the main means of achieving this end. 
The values of the school are at the centre of our ‘Heckmondwike Way’: 

· Generosity. Helping others who are less able to help themselves, showing kindness and working together in a spirit of partnership.

· Resilience. We persevere at whatever we set our hand to, determined and confident that we will achieve the best outcomes.

· Integrity. We trust in fairness, honesty and principles as our touchstone and ensure that all we do is in the interests of our whole community. 

· Tolerance. We pride ourselves on the diversity of our school and celebrate the wide range of cultures, experiences and backgrounds.

All of this is built on a strong foundation of tradition combined with adaptability, as we enable our students to learn how to be creative in their problem-solving, being flexible and open to change in a way that will empower them in adapting to the varying demands of an insecure world.
The school is very popular and heavily oversubscribed, with well over 800 students applying for entry into Year 7 each year- and a similar number applying to join the sixth form. This has led to an increase in provision over the last three years as the school has expanded from 150 students in Year 7 to, this coming year, 210. Accompanied by one of the largest comprehensive sixth forms in the country of approximately 550, this provides great opportunities for staff to practise their craft to the highest level while also gaining a wide experience of teaching different year groups and courses. The sixth form includes an equal number of students who join us from other local schools, and consequently collaboration is very important to us. We work in partnership with an extensive group of schools and have a significant reputation both locally and nationally. This means we offer our staff opportunities to be involved in professional development on a larger scale and see it as a sign of our high quality when members of our community are promoted to posts elsewhere, or progress internally. As a result, all staff feel very privileged to work here and to work with our young people; and it is our hope that you will feel the same way when you come to visit us. 

Heckmondwike Grammar School
Office Manager and PA to the Headteacher and the Senior Leadership Team
We are looking for a customer focussed office manager who will also act as the personal assistant to the Headteacher and the Senior Leadership Team.
This is a demanding and complex role in a high achieving grammar school; the post holder must be extremely efficient and effective.  The post holder will be responsible for overseeing a number of diverse activities including managing the administration and reception team, overseeing marketing and communications, co-ordinating school policies in line with the policy update schedule and acting as the personal assistant to the Headteacher and the Senior Leadership Team.  The school is looking to develop the marketing and communications strategy so experience in the area and experience of using social media as a marketing tool could be an advantage.  However, a lack of this should not dissuade candidates from applying.  The post holder must possess exceptional attention to detail as all external communications will be overseen by them.  They must also be an expert user of Word and electronic calendars as well as being proficient in other areas of Microsoft Office such as Excel and Powerpoint.

The right candidate for this post is not one that thrives on routine.  In one afternoon the post holder may be training a member of staff, hosting a team meeting, organising a whole school letter to be sent out, covering reception, making appointments for the Headteacher, taking meeting minutes, organising an event, greeting parents, talking with students and liaising with the design and print agency.

Experience of working in a school is not essential but a desire to work with young people is.
Further information about the school is available on the school website at www.heckgrammar.co.uk
To arrange a visit before applying, please contact Louise Daddy, HR Director, 01924 402202 or ldaddy@heckgrammar.co.uk
HECKMONDWIKE GRAMMAR SCHOOL

JOB DESCRIPTION

POST TITLE:

           Office Manager and PA to the Headteacher and the Senior Leadership Team
SALARY RANGE:                ISR 29-33




£25, 951 - £29, 323

CONTRACT TYPE:            Permanent 
WORKING HOURS:
          37 hours per week, all year round



RESPONSIBLE TO:            HR Director
LINE MANAGERS:
          HR Director & Headteacher



 
GENERAL DESCRIPTION
To work in support of the school in attaining its aims and objectives by leading and managing the secretarial and administrative operations, and providing relevant and flexible support to the leadership team and to the Headteacher in particular.
Working in close liaison with the leadership team taking decisions on day to day operational matters within the administration team, in keeping with workplans, policy, procedure etc. This requires the highest level of communication and organisational skills, with the ability to work in a solution-focused and adaptable manner. The post requires proven technical ability in the use of various software packages. This post includes support for the role of Clerk to Governors.

Responsibilities:

To take day-to-day responsibility for the organisation and administration of:

The provision of confidential secretarial and administrative support to the school and especially the leadership team/headteacher, ensuring high standards are maintained and assisting in the promotion of a professional image for the school.

To lead and manage the members of the administration and communications team, so as to deploy time and resources efficiently to best effect. 
To assist with the general administration of the School on a day-to-day basis ensuring the promotion of an efficient, courteous and professional image for the School.

To provide support to the Senior Leadership Team/Headteacher, and work closely with other operational staff teams in ensuring the school’s needs are met. 
Responsible for ensuring the content of the website is regularly maintained and all content is up to date, relevant and supports the development of the school. 
Main Duties:

A.  Leadership and management

1. Line management of the administration and communications team.

2. Design, implement and maintain consistent and effective administration and secretarial services that responsively meet the prevailing needs of the school;

3. Control workstreams, co-ordinate and allocate the work of the administration and communications team, taking account of seasonal variations in the nature and volume of work, so as to ensure all deadlines are met and efficiency is maintained;

4. Ensure each team member has training and experience of all relevant aspects so as to ensure the team is resilient and has suitable capacity, for example in the event of absence;

5. Ensure that reception is always staffed during relevant hours, and the reception function presents a professional, helpful, efficient and courteous image both on the telephone and face-to-face;

6. Oversee and participate in the school’s routine communications strategies, ensuring proper and efficient use is made of all communications streams by all parties.

B.  Administration

7. Oversee, refine and implement processes for calendar requests to be submitted, confirmed and published. Ensure that the school calendar is thus kept up to date and clashes resolved, making appropriate referrals as required;
8. Ensure the calendar of events is published appropriately, in accessible forms for staff and parents as appropriate and carries sufficient information to enable all users to carry out their duties as required;
9. Ensure sufficient support is deployed to manage the Headteacher’s needs including managing inward and outward correspondence, diary management, email and filing;
10. Ensure the appropriate receipt, date stamping, distribution and filing of all post and parcels.
11. To establish and maintain effective, efficient and confidential filing systems, ensuring that files can be retrieved easily.

12. To maintain an effective ‘bring forward’ system for the Headteacher;
13. To maintain an effective ‘recall’ system, ensuring that deadlines are adhered to and action is taken as appropriate;
14. Ensure the appropriate handling of all inward electronic communications;
15. Plan and organise administrative and reception support for all special events including parents evenings, open evenings and other information events at the school and other venues. To include support in preparation and attendance at events;
16. Ensure that the routine news and calendar information on the school website is accurate and kept up to date in good time;
17. Daily maintenance of the website content;
18. Responsible for the publication of all marketing and communications materials including leaflets, the school newsletter and the school prospectus; 
19. Ensure that the specific administrative requirements of the sixth form are also fulfilled.
C. Secretarial

20. Provide, or arrange, confidential secretarial support for the Headteacher and occasionally from time to time other members of SLT and the governing body as and when required.

21. To work independently, using personal initiative on behalf of the Headteacher and Senior Leadership Team to ensure the Senior Leadership of the school runs smoothly.  To provide high-level full and confidential typing, dictation, word processing and office administration to the Headteacher and Senior Leadership Team.

22. To manage the day-to-day business of the Headteacher’s Office, ensuring matters of importance are drawn to the attention of the Headteacher and ensuring that appropriate action is taken in order to facilitate this.
23. Ensure prompt, sensitive and professional management of enquiries and complaints, making appropriate referrals as appropriate.

24. To service internal and external meetings, including the preparation and circulation of agendas with supporting papers, ensuring that appropriate equipment is available, to attend meetings when requested to take minutes/notes for action and assist with follow up from meeting outcomes;

25. Ensure that secretarial support is available to take minutes of meetings as required.

26. To be responsible for the provision of hospitality and catering linked to the work of the Headteacher, Senior Leadership Team and Governing Body.
D. Communications

27. Receive all incoming mail for the Headteacher and Chair of Governors, acquiring any relevant background information and preparation of draft responses as necessary including holding responses.  Ensuring Data Protection and Freedom of Information guidance is adhered to.

28. To screen the Headteacher’s incoming mail, actioning as appropriate or referring to others to action as necessary, and ensuring that responses and follow up action is taken where appropriate and within set timescales.

29. To liaise with external organisations and agencies relevant to the work of the school.

30. Manage the preparation and distribution of standard letters relating to routine aspects of the school calendar, for example start and end of term routines, announcements and advertisements for events, and standard attendance response letters;

31. Manage the collation and production of regular high quality documentation on behalf of the Headteacher or Senior Leadership Team for a variety of audiences including governors, parents, staff and the wider community. Devise and implement a coherent strategy and consistent design themes;
32. Review and maintain standard forms in use for routine communications within the school;

33. Manage the use of schoolcomms and other communications streams;

34. Ensure that all relevant policies are referred to the appropriate reviewer in a timely manner to comply with the review schedule and ensure that the web site carries all up to date versions of statutory policies;

35. Enable and maintain effective communications with parents on a one-to-one and group basis. Support senior leadership team and other staff by making contact with parents when necessary.

E. Clerk to the Governors

36. In the absence of the clerk to the governors as required, maintaining all Governing Body files, organising distribution of relevant documents for all governing body committee meetings including preparing information for the Headteacher's Reports to governors.

37. In the absence of the clerk to the governors, to keep up to date with legislation and guidance to ensure the Governing Body and all sub-committees comply with relevant guidance.

38. In the absence of the clerk to the governors, to act as the first point of contact for governors, dealing with enquiries and obtaining further information as necessary.

39. In the absence of the clerk to the governors, to provide support to governors, ensuring they are up to date with events in school and updates from other sources such as the National Governors Association (NGA).

F. General

40. To undertake tasks in connection with the operation and maintenance of the school’s management information system 

41. To assist in the preparation and despatch of information to governors, parents, staff and students

42. To provide back up to other administrative roles e.g. in case of absence or high work volume
43. To assist in the completion and despatch of statistical returns required by outside agencies

44. To set a good example to all students, and staff in personal presentation and conduct

45. To be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

46. To be aware of equal opportunities legislation and, along with colleagues, work towards ensuring that the school complies with its requirements

47. To contribute to the ethos, aims and objectives of the school including the school's commitment to safeguarding and promoting the welfare of children and young people

48. To appreciate and support the role of other professionals

49. To attend relevant meetings as required

50. To participate in the school's Performance Appraisal process and seek to develop skills further through professional development opportunities

51. To attend whole school training events as appropriate

52. To carry out any other duties commensurate with the grade of the post, as directed by the Headteacher.

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Office Manager / PA to the Headteacher and Senior Leadership Team
Person Specification

	1

	Experience/Aptitudes



	1.1
	Previous experience in a PA role
	E

	1.2
	Highly effective organisational skills including the ability to prioritise
	E

	1.3
	High level communication skills
	E

	1.4
	Relate well to young people
	E

	1.5
	Take initiative and work independently
	E

	1.6
	Work to high levels of accuracy
	E

	1.7
	To demonstrate high levels of confidentiality
	E

	1.8
	Experience of managing a team
	E

	1.9
	Experience within educational setting
	D

	1.10
	Working knowledge of a school information management system or similar
	D

	1.11
	Previous experience of front of house/receptionist role/s.
	D

	

	2


	Qualifications/Training
	

	2.1
	Qualified to A Level standard or higher (or the equivalent experience)
	E

	2.2
	Business related qualification and or secretarial qualifications
	D

	2.3
	Formal qualifications in Office Software Packages, eg OCR/RSA.
	D

	2.4
	Experienced in the use of social media as a marketing and communications tool
	D

	

	

	3

	Knowledge/Skills
	

	3.1
	Assertive & proactive
	E

	3.2
	Problem solving in a solution based and adaptable manner
	E

	3.3
	Negotiation
	E

	3.4
	Proven organisational/administrative skills
	E

	3.5
	Interpersonal and communication skills at all levels
	E

	3.6
	Forward thinking
	E

	3.7
	Ability to work positively and effectively with young people
	E

	3.8
	High level literacy skills
	E

	3.9
	Strong IT skills, including being an expert user of word and electronic calendars as well as proficient in Excel and Power Point.
	E


	4

	Characteristics
	

	4.1
	Willingness to be flexible and work to meet the best interests of the school
	E

	4.2
	Self-motivated and hard working
	E

	4.3
	Team worker
	E

	4.4
	Willingness to undertake training
	E

	4.5
	Willingness to undertake further qualifications
	E

	4.6
	Sense of humour and optimism.
	E

	4.7
	Ability to work evenings and on the entrance exam day (which may take place at the weekend)
	E

	4.8
	Willing to assist colleagues in other areas, specifically HR, Finance and Data & Exams 
	E

	
	
	

	5
	Safeguarding and Promoting the Welfare of Students


	

	5.1
	Has appropriate motivation to work with students.
	E

	5.2
	Ability to maintain appropriate relationships and personal boundaries with students.
	E

	5.3
	Has emotional resilience in working with challenging behaviours; and appropriate attitudes to the use of authority and maintaining discipline.
	E



	5.4
	Willing to be first aid trained and participate in the first aid rota if required
	E
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