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Role Profile: Cluster PA
Purpose
· To be responsible for confidential secretarial, administration and clerical duties relating to all aspects of the Headteacher’s work, including management of diary, correspondence, record keeping, minute taking and organising school events. 
· To ensure that staff, parents, pupils, visitors and third parties receive a personalised and professional service.
· To act as the SCR Champion for all Schools in the cluster
Reporting to: Headteacher
Department: Operations 
Working Hours: Full time – 52 weeks – 37.5 hours per week










Key Accountabilities 
Specific Responsibilities relating to the role of Personal Assistant:
· Carry out all confidential secretarial, administration and clerical duties relating to all aspects of the Headteacher’s work. 
· Management of Headteacher’s diary including making travel arrangements as required and all paperwork/documentation/presentations are well prepared for meetings.
· Take minutes at meetings as requested
· Be responsible for all the Headteacher’s administrative filing including confidential personnel files. 
· Organisation of hospitality for meetings/events/functions throughout the year to include refreshments for visitors to school.
· Support e-mail correspondence where necessary.
· Support the Operations Manager in keeping an updated Training Log for all staff and manage Cognita People to update staff profiles.
· Manage the Single Central Register (SCR) and Safer Recruitment process in line with Cognita Policy.
· To liaise across all headteachers the role supports to ensure effectiveness of role and ability to be at all business critical meetings (e.g. SLT or governance)












Ad Hoc Responsibilities relating to the role:

· Work in the school office to support the Operations Manager, Administrator and Receptionist. 
· To ensure that the visitors sign in procedure is followed and DBS numbers and clearance dates are checked as required.
· To assist in the supervision of pupil movement as appropriate (e.g. passing items brought in by parents/carers for pupil collection.
· To answer telephone calls to the school and deal with messages, directing as required.
· To attend school open days and school events as required.
· To support the wider administration teams in the school as directed by the Operations Manager













Safeguarding Responsibilities
· To comply with safeguarding policies, procedures and code of conduct
· To demonstrate a personal commitment to safeguarding and student/colleague wellbeing 
· To ensure that any safeguarding concerns or incidents are reported appropriately in line with policy
· To engage in safeguarding training when required







	
	

Person Specification
	
	Essential
	Desirable

	Skills
	Excellent written and oral communication skills
Ability to organise and plan own work.
Excellent attention to detail, 
Excellent interpersonal skills.
Ability to keep calm under pressure
 IT skills (including competent use of Microsoft packages)
Experience of electronic diary management.
Ability to work on own initiative.

	

	Qualifications
	Experienced Personal Assistant at senior management level.

	Education to degree level or ability to demonstrate an equivalent level of knowledge in a communications environment


	Experience
	· Experience of delivering to multiple deadlines
· Experience of taking minutes
· Able to deal with children and adults with tact and sensitivity
· Able to communicate effectively  
· Able to build and develop positive relationships with all staff 

	· Use of basic first aid equipment as required


	Other
	· Neat, tidy professional appearance
· Well organised
· Pleasant and friendly manner
· Confident approach to varied situations
· Have a good sense of humour
	· Understanding of regulatory compliance requirements 
· Basic understanding of Preventing Extremism  
· Understanding of Safeguarding





Key Stakeholders:	

Internal –  Headteachers, Operations Manager, SSC

External – Parents, External Visitors

The Key Accountabilities listed above are not exhaustive and may be varied from time to time as dictated by the changing needs of Cognita. In this case, any significant changes or variations will be consulted with the post holder before undertaking these responsibilities.



Signed: ………………………………………….   

Name (print): …………………………………..

Date: ……………………………………………..
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THRIVE IN A RAPIDLY EVOLVING WORLD




