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Employing Organisation: 	The Study Preparatory School 
Line Manager: 		               The Head  
Area of Employment: 	              Spencer and Wilberforce Houses 
Core Hours: 			08:00 – 17:00 Mon - Friday, Term time plus 3 weeks 
KEY RESPONSIBILITIES 


Main Duties and Responsibilities

Executive Support to the Head:

· Act as the primary point of contact for the Head, ensuring smooth communication and management of the Head’s day-to-day schedule.
· Manage and coordinate the Head’s diary in Outlook, planning effectively to prioritise and balance commitments.
· Arrange and organise meetings, ensuring agendas, briefing documents, and other materials are prepared in advance.
·  Handle and respond to telephone calls, emails, and correspondence on behalf of the Head, dealing with routine matters independently. This is particularly important during school holidays.
· Handle initial queries, complaints both orally and in writing, logging (MIS) and advising the Head on receipt and maintain the complaints log. Provide administrative support for Subject Access Requests (SARs).
· Welcome and host visitors to the Head’s office, providing a first-class experience that reflects the school’s ethos.
· Ensure the Head’s office and meeting spaces are prepared and well-presented for visitors and meetings.
· Coordinate the Head’s attendance at key events, such as staff training days, open days, and marketing events.

Administrative Duties

• 	Draft and proofread letters, reports, and other documents for the Head, ensuring high-     quality and accurate output.
· Attend weekly staff briefings/other meetings as requested and take minutes. 
·  Maintain the administrative systems and records necessary for the efficient running of the Head’s office.
·  Liaise with Governors, the Senior Leadership Team (SLT), and key school staff to support smooth operational management.
·  Liaise with the Bursar and Senior Deputy Head regarding matters arising during the Head’s absence.
·  Maintain a confidential and organised filing system for both electronic and paper records.
·  Support the preparation of documentation required for inspections, working with key staff as needed.

Communication and Coordination
· Coordinate with staff and external stakeholders, including managing relationships with local residents and arranging necessary communications.
·  Oversee the Head’s email inbox, responding appropriately and forwarding matters for further attention as required.
·  Act as a gatekeeper for the Head, facilitating access while ensuring the Head’s time is used efficiently.

Events Management
· Organise the logistics for events attended by the Head, including whole school events, assemblies, and other formal school occasions.
·  Manage arrangements for visits by other heads and the Head’s external engagements.
· Organise travel and accommodation for the Head, ensuring all arrangements are effectively handled.
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          Team and School Support 
· Cover for colleagues in the school office during absences or peak times and assist with general administrative tasks 

Diary and  Time Management /Task Prioritisation
· Monitor and track timelines for key responsibilities such as the Heads pupil report writing and annual 11+ meetings with parents. 
· Ensure meetings are effectively scheduled, rooms are booked, and catering and equipment organised as needed.
· Support the preparation of the Head’s termly report to Governors, gathering input and compiling content as directed. 
· Prepare and arrange the Head’s weekly newsletter to parents, collating information from other staff as needed.

Health and Safety and First Aid responsibilities
• Act as part of a team for medical needs and emergencies, adhering to the school’s policies.
· Take an active role in H&S, complying with the School’s policy at all times.

Personal Specification

Skills & Attributes
• Excellent organisational and time management skills
• Excellent written and oral communication
• Strong attention to detail and accuracy with the ability to juggle multiple tasks and pioritise appropriately  tasks
• Calm, efficient, and adaptable under pressure
• Diplomatic, tactful, and able to handle sensitive information with discretion and confidentiality.

Experience
• Previous experience in a Personal Assistant role within the last three years, preferably within an school 
• Proficiency in Microsoft Office Suite and familiarity with School Management Systems

Personal Qualities
• Positive and proactive ‘can-do’ attitude
• Friendly and professional demeanor with strong interpersonal skills
• Team player, yet capable of working independently

Qualifications
• Professional PA qualifications desirable but not essential

Professional development
• Engage in continuous professional development to maintain and improve skills relevant to the role.
• Work with school leaders to identify and pursue opportunities for personal and professional growth
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