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PA to the Headteacher 
	JOB DESCRIPTION


	JOB TITLE: Headteacher’s PA 


	SCP RANGE: 
Grade 6: ppt 15-20
	HOURS/WEEKS: 37 Hours Per Week / 
40 Weeks Per Year (38 Term Time + 2 Weeks) 

	REPORTS TO: Headteacher


	1.
	PURPOSE OF JOB

Act as Personal Assistant to the Headteacher and to support the smooth running of the school’s management and administration functions, always maintaining absolute confidentiality and discretion.

Provide high level effective and confidential administrative support as Personal Assistant to the Headteacher.  Be the primary point of contact and liaising between the Headteacher, staff, parents, Trustees and stakeholders. 

To manage the recruitment process in line with Safer Recruitment guidance, and provide general HR support.


	2.
	MAIN RESPONSIBILITIES, TASKS & DUTIES

Headteacher’s PA

Provide high level confidential administrative and organisational support, including managing the Headteacher’s calendar telephone messages, email and post, word processing and reprographic work; handling all confidential information with discretion.  

Act as point of contact / referral between the Head, parents, staff, and other stakeholders in dealing with student or critical school issues.

Ensure that the Headteacher is kept updated, and in the Headteacher’s absence refer matters to the relevant member of the Senior Leadership Team for action.

Assist the Headteacher in compilation and production of reports, data and records which may be required by Trustees, Local Authority of the DfE.

Attend confidential meetings, including SLT.  Document actions arising from meetings attended by Principal. Prepare, take, type and circulate agenda and minutes, record information and action points.

Establish constructive relationships and communications on behalf of the Headteacher to colleagues, parents, trustees and the wider community. 

Ensure customer service is kept to a high standard and that reception is adequately staffed throughout the school day, carrying out routine telephone / reception duties and relaying messages as necessary if cover cannot be found.

Responsible for the day-to-day operation of safeguarding processes for internal and external visitors in line with KCSIE, including induction to the school facilities and processes, along with the Reception Team.

Devise and maintain office systems to deal efficiently with workflow.

To present a positive professional image, contributing to a welcoming environment, which supports equal opportunities for all.

To promote and ensure the health and safety of all students, staff and visitors, (in accordance with appropriate health and safety legislation) at all times.

Carry out any other duties, commensurate with the post, which, from time to time, may be necessary for the good order of the academy, as directed by the Headteacher.

Be responsible for completing and submitting the annual Staff Workforce Census return to the DfE.

Manage and maintain up-to-date records throughout the SCR in accordance with the safeguarding policy and report to DSL, SLT and Trust Board.

Provide general HR support to the Headteacher and senior colleagues in liaison with our HR Support provider.

To manage and co-ordinate the recruitment process on behalf of the Headteacher. Placing adverts, maintain application and shortlisting records as well as ensuring the shortlisting panel has all of the applications within a short time following the closing date. 

Taking up references, scheduling and setting up interviews, preparing all pre-interview paperwork and packs for those involved with the interviews.

Manage onboarding of new staff, arranging pre-employment checks to include references, online checks, QTS & qualifications checks, in line with safer recruitment processes.  Prepare offer letters and contracts and ensure all relevant forms and processes are completed for new starters.

Be responsible for the maintenance of the HR and associated computerised database (SIMs), creating and updating records, including for new colleagues, and producing new reports as required. 

Manage and maintain all DBS applications and records for current and new staff as well as volunteers. 

Manage all incoming personnel queries and applications. 
 
Responsible for monitoring new staff probation, liaising with and supporting Line Managers to ensure timely reviews.  Ensure records are submitted and retained in HR files.

Prepare and issue letters, correspondence and contract changes to employees as required.

Ensure relevant letters and correspondence is prepared for leavers in line with school processes and procedures.

Support the Headteacher with disciplinary and grievance procedures, keeping accurate minutes and ensuring that records are kept in line with the GDPR retention policy.

Monitor absence to include updating SIMS, and ensure that return to work paper is complete, medical certificates are obtained, and occupational health referrals are made; refer absence trends to the line manager.

Support the Headteacher with monitoring leave of absence. 

Maintain accurate HR records in SharePoint, payroll systems and SIMS to include personnel files, OH referrals, absences and annual leave.

Maintain and develop HR policies and procedures, ensuring they are implemented and adhered to across the school.

Liaise with appropriate senior colleagues to ensure that the HR, Finance and Payroll intranet page is up to date.

Liaise with internal and external auditors annually regarding HR practices and address assigned actions. 

In conjunction with the DSL responsible for issuing and monitoring annual safeguarding training for all staff and new starters.

Take responsibility for tasks and decisions from the Headteacher and manage and solve problems.

Responsible for tracking new staff induction, liaising with and supporting Line Managers with induction programmes.

To attend open evenings and school events in agreement with the Headteacher.  



	3
	MANAGEMENT OF PEOPLE 

Full line management responsibility of the Reception Team, including appraisals and performance management. Responsible for the continuing training and development of the Reception Team.

Maintaining an oversight of all office administration staff, working closely with the Reception Team, KESH and Finance.


	
4
	CONTACTS AND RELATIONSHIPS 

Daily contact with the Headteacher, SLT, Finance colleagues, KESH and Reception.
Regular Contact with Trustees, and staff in respect of effective communication and management information.
Regular contact with students and parents on behalf of the Headteacher.
Regular contact with external bodies, suppliers and agencies.


	5
	CREATIVITY AND INNOVATION

Work is carried out within a broad range of procedures and policies.  Innovation may be used, for example, in identifying more effective ways of providing management information and improved communication.    The postholder will be required to use creativity and innovation when responding to issues / problems occasioned by the duties above; the ability to recognize when and how to act / react appropriately, and in a timely manner, is essential.


	6
	DECISIONS 

	a
	Discretion 

Decisions are made in line with established alternatives and in consultation with the Headteacher or independently when he / she is not available.

Decision making authority over administration issues.


	b
	Consequences 

Decisions / quality of work may have a significant impact on the school and its reputation and that of the Headteacher.

The postholder has access to confidential information about the school, members of staff, students and parents and is required to always maintain complete discretion.

Serious repercussions if GDPR compliance is not maintained and if data breaches are not reported to the ICO.


	7
	RESOURCES

The postholder has responsibility for all staff HR records and an has administrator access to social media, the website and SIMS.

	8
	WORK ENVIRONMENT 

	a
	Work Demands

Impact of deadlines, changing and conflicting priorities.  In an emergency, the Headteacher may need to contact you outside of working hours.    


	b
	 Physical Demands

Normal physical effort associated with office work, there may be prolonged periods of sitting, for example when working on a computer.


	c
	Working Conditions

Well-lit and ventilated office environment.


	d
	Work Context

Contact with parents, students, staff and external agencies where discretion, good judgement and professionalism is paramount.  The postholder may experience exposure to verbal aggression from pupils and parents.  At times some staff can be unreasonable and demanding. 


	9
	GENERAL

	Other Duties

The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.


	Working Hours

The role of Headteacher’s PA has been identified as significant and business critical to the day-to-day running of the school and therefore holidays are not permitted to be taken during term-time. Therefore, payment for your annual holiday entitlement is included in your annual salary calculation. However, the school’s standard procedure for leave of absence will apply.  


	Equal Opportunities

The postholder is required to carry out the duties in accordance with School Equal Opportunities policies.


	Health and Safety

The postholder is required to carry out the duties in accordance with the Schools’ Health and Safety policies and procedures.


	Confidentiality

Any breach of confidentiality would automatically instigate disciplinary action in accordance with the school’s disciplinary policy


	All school staff have a responsibility to safeguard and promote the welfare of children and young people within the school.













Person Specification

	
	
	Essential (E) Desirable (D)

	Education, Qualifications and training
	· Minimum of 5 GCSE C grade or equivalent including English and Mathematics.
· Evidence of training and development.
· Relevant Personal Assistant, Administration and/or HR qualification
	E

D
D

	Knowledge and Experience
	· Previous PA or administration experience.
· Good general understanding of issues facing schools and the administrative provision they necessitate.
· Experience of working within an educational setting
· Good knowledge of safeguarding protocols applicable in a school setting
· Experience in HR
	D
D


D

D

D

	Key Skills and Abilities
	· Excellent communication and interpersonal skills.
· Experience of leading, motivating and managing a team. 
· Expertise with the Microsoft suite of applications.
· Ability to work in an organised and methodical manner whilst dealing with conflicting demands.  
· Ability to complete tasks and interpret information.  
· Ability to maintain efficient record keeping systems and maintain attention to detail. 
· Ability to assist with the production of accurate records and reports as required. 
· Ability to communicate with a range of people including other colleagues within the school, Trustees, students, parents and external agencies.  
· Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up to date. 
· Ability to show sensitivity and objectivity in dealing with confidential issues. 
· Ability to respond proactively and creatively to unexpected problems and situations.
	E

E

E
E


E

E

E

E



E



E

E


	Personal Qualities
	· A person who is quick to learn with an enthusiastic and positive attitude.
· Ability to work well independently 
· The ability to work effectively under pressure. 
· Highly motivated and proactive. 
· A person who presents a friendly and professional image whilst maintaining a sense of calm. 
· Integrity and sound professional judgement. 
· Drive, enthusiasm and willingness to initiate and contribute to new developments. 
· Willingness to operate as part of a team, carrying out tasks beyond the job description when occasion demands or opportunities exist. 
· Willing to work flexibly with colleagues. 
· Passionate about delivering excellent customer service.
· Willingness to support school events or meetings
· Willingness to participate in further training and developmental opportunities offered by the school.
	E

E
E
E
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