	Job Profile


	PA to Headteacher and Clerk to Governors
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	The main objectives of this role:

Personal Assistant to the Headteacher – To provide an exceptional personal assistant service to the Headteacher and administration to the Senior Leadership team.

Clerk to the Governors – To provide advice, guidance and effective administration to the Governing Body and its committees, ensuring it is properly constituted and that information is managed effectively in accordance with legal requirements.

Responsibilities as the Personal Assistant to the Headteacher  are to: 
· Be the personal assistant to the Headteacher, providing clerical and organisational support, ensuring that exceptionally high levels of confidentiality is maintained at all times;

· Organising the Headteacher’s diary;

· Manage all correspondence, telephone calls and visitors to the Headteacher, including determining response to unscheduled visitors;  

· To act as first line contact for the Headteacher, ensuring that tact and discretion are shown to all telephone callers, visitors and members of staff, providing a professional response and making sure each are dealt with by the appropriate person;

· Liaise with parents on behalf of the SLT and Governors;

· Take responsibility for the production of the school holiday list, school calendar, the School Improvement Plan and the school Self Evaluation form, being aware of activities and events taking place in school and liaising with staff for detail;

· Produce documents and reports of an excellent standard, including the Headteacher’s Report to Governors with contributions from staff and departmental minutes;

· Manage the pupil exclusion procedure;

· Take minutes at meetings as required as well as the weekly staff briefing and distribute minutes accordingly;

· Provide administration support for the Senior Leadership Team (as and when agreed with the Headteacher);

· Maintain an efficient electronic and paper filing system, continuously reviewing or improving processes, procedures and systems;

· Produce other materials using Powerpoint and Excel applications for presentations purposes.  Arrange photocopying and collation of documents as required;

· Provide refreshments for visitors as required;

· Allow flexibility with working hours including assisting with after-school events and on occasions other commitments beyond the usual working day, recognising the variable nature of workloads and deadlines for example, open evenings;

· Any other duties as reasonably required by the Headteacher.

Responsibilities as the Clerk to the Governors:
· Ensuring that all statutory requirements are met, providing advice on legal issues and matters of protocol;

· Co-ordination of the work of the governors’ committees to enable an efficient and effective programme of meetings to take place;

· Compilation and typing of agendas and minutes taken at meetings (Governors’ meetings are held outside of the working day);

· Dissemination of all papers and agendas according to agreed schedules;

· Organising the election of parent and staff governors as required;

· Booking rooms for meetings and arranging refreshments;

· Secretarial support for governors;

· Ensure copies of statutory policies and other school documents approved by the Governing body, are kept in school and published as required;

· Maintenance of governors’ files and minutes.

· Attend training relevant to the role
· Any other duties as reasonably required by the Chair of Governors

	All Staff employed by The McAuley Catholic High school will:
· Seek to be positive and build up the common good through their own individual contribution to the life of their school

· Offer ideas and suggestions for making things better

· Engage actively in the appraisal and performance review process

· Seek to develop a better work/life balance

· Appreciate that whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified in this job description

· Work within the school’s Health & Safety Policies to ensure a safe working environment for all staff and pupils.

· Follow any reasonable request from the Headteacher or SLT to undertake work of a similar level that is not specified in this job description.

· Be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

· Promote equality and celebrate diversity, seeking to reduce disadvantage, and to encourage aspirations and participation from people who might not otherwise join in.



	This job description is current at the date shown, but following consultation with you, may be changed by the Headteacher or SLT to reflect or anticipate changes in the job which are commensurate with the salary and job title.  It allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out.  The above responsibilities are subject to the general duties and responsibilities contained in the statement of conditions of employment.




	Job Specific Notes

	· Undertake lunchtime supervision duties of students when required

· Provide short term absence cover to colleagues as required



	Person Specification

	Personal Assistant to Headteacher and Clerk to the Governors
	E/D
	Assessment Rating

	E = Essential
	D = Desirable
	* indicates shortlisting criterion

	1. Key Areas of Knowledge and Experience

	Know-how)

	Experience of working in administrative role in an office environment

	E*
	

	Ability to work under pressure, plan, organise and prioritise workload to meet specified deadlines in a situation that may involve frequent interruptions
	E*
	

	 Excellent organisational, communicational and interpersonal skills

	E*
	

	Proactive in using initiative

 
	E*
	

	Ability to assess and defuse confrontational situations

	E*
	

	High levels of attention to detail and accuracy in all aspects of the role

	E*
	

	Ability to prepare correspondence and reports and maintain records to a high standard
	E*
	

	Analysing and recording statistical information


	E*
	

	Arranging events e.g. meetings, producing agendas and experience and knowledge of clerking (taking minutes)
	E*
	

	High level of competency in using a range of computer applications and ICT including word processing, spreadsheets, databases, presentation software, internet and e-mail (Microsoft applications, word, outlook excel etc)
	E*
	

	Ability to adapt to and utilise new systems and software 
	E*

	

	Excellent levels of literacy and experienced in the skill of letter writing and business communications
	E*
	

	Work both independently and as part of a team
	E*
	

	Experience of working in a school or other educational environment
	D
	

	2. Qualifications

	Experienced Senior Administrator/Personal Assistant or similar/greater level of responsibility
	D*
	

	5 GCSE’s or equivalent (A* to C or 9-4) to include English and Maths or equivalent, plus experience in relevant areas of work over a period of years /Level 3 Business Administration led qualification i.e NVQ. Local Governance qualification (NGA accredited) would be desirable
Or

Evidence of the equivalent level of knowledge gained through work experience
Degree or similar level of vocational or professional qualification i.e. post graduate qualification
	D*
D


	


	Person Specification

	Personal Assistant to Headteacher and Senior Leaders
	E/D
	Assessment Rating

	E = Essential
	D = Desirable
	* indicates shortlisting criterion

	3. Key Skills

	Communication

	· Communicates effectively on a 1:1 basis about straightforward and detailed issues with a range of people including, colleagues, parents, pupils and visitors
· Deals confidently with different points of view in conversations

· Contributes clearly and effectively to discussion with others

· Persuades others to own point of view on routine issues

· Produces detailed written information to communicate information, ideas and opinions
· Excellent calm and intuitive telephone manner in dealing with a range of callers including media

	E
	

	Decision Making 

	· Makes decisions as to when and how duties are to be carried out

· Responds independently to unanticipated problems and situations
	E
	

	Problem Solving 

	· Uses a rational or disciplined approach to problem solving

· Analyses and interprets complex information to solve difficult problems or develop new ideas or concepts

· Uses previously untried new ideas or concepts to generate solutions to problems

· Produces medium-term solutions or plans
· Reacts calmly and assertively with emergencies as they arise

	E
	

	4. Manager Competencies

	Strategic Awareness

Sees the wider picture and works in a joined up way with others
	
	

	Leadership

Gives direction to others and leads by example
	E
	

	Performance Focus

Works to deliver continuous improvement of process and services
	E
	

	Customer Awareness

Works in partnership with others to meet customer needs and expectations
	E
	

	Dignity and Respect

Promotes equality, and treats all people fairly and with dignity and respect
	E
	

	Managing With and Through People

Builds and maintains constructive and open working relationships with others
	E
	

	


	E = Essential
	D = Desirable
	* indicates shortlisting criterion

	5. General Requirements

	Able to work flexibly, including a flexible approach to working out of hours (within reason)
	E
	

	High standard of personal presentation
	E
	

	May be required to travel to other locations
	E
	

	Interest in keeping up to date with latest practices and legislation in schools and where relevant elsewhere
	E
	

	No serious health problem which is likely to impact upon job performance (that cannot be accommodated by reasonable adjustments)
	E
	

	Good attendance record in current/previous employment (not including absences resulting from disability)
	E
	

	NB: Health and attendance criteria will only be assessed following an offer of appointment. (Equality Act 2010)



	6. Statements Applicable to all Jobs

	

	All duties and responsibilities should be carried out in accordance with agreed School policy and procedures, in particular those relating to: Environmental; Health and Safety; Equal Opportunities; Risk Management; Data Protection; Safeguarding and Financial Regulations.

	

	Emergency Planning All employees will be required to undertake emergency planning duties commensurate with the grade of the post.

	

	The job profile is an outline only and may vary from time to time without changing the character of the job or level of responsibility.  The post holder must be flexible to meet the operational needs of the School.

	

	The person specification covers key areas of competence and methods of assessment other than interview may be used (as appropriate to the job) to assess what a candidate can do and how they act in a specific area or situation. These may include: ability test; work-related task; occupational personality questionnaire and presentation.  Where this is the case, shortlisted candidates will receive details in advance of the selection process. 

	

	This job and person profile has been prepared in accordance with the requirements of the School’s Equal Opportunities Policy. We undertake to make any “reasonable adjustments” to a job or workplace to counteract any disadvantages a disabled person may have.  In the event of a large number of applicants meeting the essential criteria, desirable criteria or occupational testing may be used as a further shortlisting tool.

	

	We are absolutely committed to keeping our young people safe by working together to safeguard and promote the welfare of children. Recruitment processes in our school comply with the current publication ‘Working Together to Safeguard Children' and 'Keeping Children Safe in Education' and we would expect the successful candidate to share our commitment protect children.  All newly appointed colleagues will undergo an enhanced DBS as well as strict recruitment and employment checks. 
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