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“Working Together for Excellence”




	Person Specification

Headteacher’s Personal Assistant


	
	Minimum Essential Requirements
	How Identified

	Education & Qualifications
	· Qualification in the area of Business and Administration
· Mathematics G.C.S.E Grade C/4 or above or equivalent
· English G.C.S.E Grade C/4 or above or equivalent
· A commitment to continuing professional development


	Application Form

	You must have a proven  track record in and the ability to:
	· Experience of working as a Personal Assistant or similar, supporting senior management
· Experience of working in a sensitive environment and respecting confidentiality at all times

· Experience of working in a school (Desirable)
· The ability to research information and produce reports and presentations making recommendations as appropriate 

· Ability to manage the various demands of the Headteacher remaining calm under pressure
· Ability to consistently produce work of a high standard

· Ability to use own initiative in undertaking tasks with no/minimal supervision demonstrating proactivity and forward thinking

· Ability to grasp, assimilate and apply information and concepts quickly

· Ability to work effectively with a wide range of people and services

· Effective communication skills, both verbally and written
· To be a strategic thinker and proactively support the needs of the Headteacher 

· A willingness to undertake all reasonable duties as the role requires

· An enthusiastic, proactive and positive attitude towards young people and the education environment

· Flexible approach to working arrangements and ability to cope with a wide range of tasks in a busy and changing environment
· Experience of HR administration together with platforms e.g. iTrent
· Relate to and promote the ethos of the school

· Highly proficient ICT skills and use of Microsoft Office software.  
· Ability to maintain a positive approach to work with a high level of self-motivation
· High levels of loyalty, integrity, and discretion.

	Application Form and References

Interview 

	You must also:
	· Be willing to undertake training as required

· Have excellent attendance and punctuality (assessed once a conditional offer of employment is made)
· An understanding of and commitment to Equal Opportunities and the ability to apply this to strategic work and day to day situations.
· An appropriate understanding of child protection and school behaviour management policies.
· A commitment to promote and support the school’s ethos for staff wellbeing for staff and students

	Interview and references


