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JOB DESCRIPTION
HEADTEACHER’S PERSONAL ASSISTANT
Purpose	Reporting to the Headteacher, the Headteacher’s Personal Assistant, acts as the first point of contact from people in and outside of the organisation and works closely with senior leaders to provide administrative and secretarial support.

To provide HR administrative support in respect of recruitment, the employment and payment of staff.

To be a leading member of the Support Staff Team, assisting in the development of systems to improve efficiency and effectiveness.
Reporting to	Headteacher

Liaising with	Head/Deputies, SLMT, General Operations Manager, other school staff, students, parents/carers, governors, external partner organisations, members of the public and other visitors and callers to the school.

DBS Check		Enhanced level

Working time	Full Time Term Time only plus 15 days (36 hrs 40 mins per week). 15 days to be allocated in discussion with the Headteacher, however, you must be available at the beginning and the last week of the summer holidays.

Salary	TRS Support Staff NJC Pay Scale. Grade 6 points 23 – 27 (£26,991 - £31,229, pro rata applied)

SPECIFIC DUTIES

1. To manage and co-ordinate the Headteacher’s electronic diary and organise meetings as appropriate
2. To filter and direct incoming queries where they cannot be resolved at first contact, and to identify urgent and sensitive matters 
3. Deal with incoming email and post, often corresponding on behalf of the Headteacher (this may involve dealing with emails and correspondence outside normal school hours)
4. Provide a comprehensive secretarial support service, including word processing documents compliant with the school’s branding, with speed and accuracy
5. Screen phone calls, enquiries and requests and handle them direct when appropriate
6. Research and investigate information as requested by the Headteacher/SLMT
7. To maintain total confidentiality with regard to issues relating to members of staff and students
8. As the responsible person, manage and maintain, the Single Central Record of criminal record checks, ensuring school systems meet legislative and safeguarding requirements
9. Receive and monitor the return of self-certification proforma, including the completion of return to work interviews and outcomes
10. Use the school CCTV system to download and save relevant clips of student behaviour/damage etc
11. Co -ordinate temporary suspensions and permanent exclusions in line with school procedures and statutory guidelines
12. Be responsible for school returns as directed, including racial incidents, exclusions etc.
13. Service and minute meetings e.g. CLMT, Association Reps
14. [bookmark: _Hlk129091886]Be responsible for GovernorHub ensuring information is up to date
15. Service and minute Governing Body meetings as required
16. Invigilate internal and external examinations when required
17. Be a Personal Learning Guide
18. Maintain secure and effective manual and electronic data recording and filing systems

HR ADMINISTRATION

1. Support the HR Manager in the monitoring and management of staff absence.
2. Co-ordinate requests for Special Leave, ensuring that the Head teacher’s decisions are communicated back to staff and any pay implications are notified to the payroll provider
3. Input data on to the schools HR/Payroll Database (currently i-Trent) in accordance with the self-service requirements of the agreed SLA with the payroll provider e.g. entering sickness absence, instances of unpaid leave, variations to contracts, leaver proformas
4. Input staffing details (personal, contractual, absence and pay) on to SIMS, ensuring that it is kept up to date and accurate
5. Oversee and undertake administration in support of the recruitment process, such as placing adverts, ensuring Digital Creative Services Team update information on the website, inviting to interview, sending for references and chasing of references
6. [bookmark: _GoBack]Support the organisation and management of recruitment selection exercises including designing and communicating the interview programme to the panel in liaison with the HR Manager, printing of interview questions, conducting school tours and ensuring teaching members of the panel have cover in place for lessons in liaison with the General Operations Manager
7. Welcome and oversee the presence of candidates on site for interview /selection
8. Arrangement of hospitality and room bookings as necessary
9. Complete all pre-employment checks for successful candidates, ensuring right to work in the UK, qualifications and references are confirmed
· To produce the schools calendar in liaison with SLMT and other key stakeholders by the Spring Term
· To produce the schools calendar in liaison with SLMT and other key stakeholders by the Spring Term
10. Ensure that the HR Manager and Headteacher are notified of any pre-employment discrepancies, allowing for appropriate and timely interventions
11. Using school templates, issue conditional and confirmed letters of appointment and ensure that the school’s HR/Payroll provider issues Statements of Particulars and Variation of Contract letters in accordance with school instructions and the agreed service level contract
12. Ensure those taking maternity leave are identified to the payroll provider (Mat B1) and that maternity leave and pay entitlements are provided for and notified to the school
· To assist the Examinations Officer with the effective deployment of support staff exam
13. Support the HR Manager to ensure that ECTs’ qualifications are confirmed and that initial and subsequent contractual details (and pay) reflect their confirmed status
14. Liaise with the HR Manager and the LA Pensions Officer on any pension enquiries /discrepancies
15. Support the HR Manager in the transition of staff information from SIMS to I-Trent. 


GENERAL DUTIES

1. Maintain an up-to-date knowledge of Management Information Systems used by the school
2. Adhere to the school’s Trauma Informed ethos in relation to the development, support, mental health and wellbeing of students
3. Support the wellbeing of self, team and staff members within the school
4. Participate in arrangements for further training and professional development
5. Engage actively in the school Appraisal process, including being an appraiser
6. Help to establish common standards of practice
7. Help to implement school quality procedures and to adhere to those
8. To work with the Headteacher to identify resource needs and to contribute to the efficient / effective use of school resources
9. To actively promote the school’s policies, procedures and codes of practice, including those relating to Health and Safety, Equal Opportunities, Appraisal etc.
10. To be a role model and actively promote the school’s Rights Respecting agenda
11. To understand the importance of inclusion, equality and diversity both when working with students and colleagues and to promote equal opportunities for all
12. To take a proactive approach to health and safety, working with others to minimise and mitigate potential hazards and risks (including safeguarding students).
13. To maintain confidentiality and observe data protection and associated guidelines where appropriate.
14. Communicate effectively and professionally with the parents of students as appropriate
15. Where appropriate, communicate and co-operate with external agencies
16. Follow agreed policies for communications in the school
17. To implement the school’s Five Respects.
18. Share in the management of the behaviour of students, including at break and lunch time (ensuring via the deployment of all staff ensuring an orderly and purposeful school environment)
19. Maintain appropriate records and to provide relevant accurate and up-to-date information
20. Communicate effectively and professionally with staff, parents, students and external stakeholders as appropriate
21. Follow agreed policies for communications in the school
22. Ensure that the highest standards of confidentiality are maintained when dealing with any kind of data relating to staff and students
23. To undertake such other duties as may be reasonably determined by the Headteacher
This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title. The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

Date:			March 2023
Head teacher:	John Cregg
Literacy  *  Managing Behaviour  *  Curriculum and Assessment
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