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Job description: : Administration Assistant and PA to Headteacher
	Location
	Gladstone Park Primary School

	Contract term
	Fixed until 30.04.2026 to be reviewed in April 2026

	Full time/term time
	36 hours per week, TTO + Inset Days

	Pay range
	NJC Outer London 6 - 9

	Reporting to
	Headteacher 



Job purpose
To provide comprehensive administrative support across the school, working collaboratively with the administration team and Office Manager. The postholder will act as the Personal Assistant to the Headteacher, offering proactive support to the Senior Leadership Team (SLT), whilst ensuring the smooth and efficient running of all school administrative functions.
Main duties and responsibilities

Administration (Primary Responsibility)
· Work as part of the administration team under the direction of the Office Manager to manage all aspects of school administration
· Act as the first point of contact for visitors, staff, parents, and pupils, providing a welcoming and professional reception service
· Maintain accurate records and databases, ensuring compliance with data protection requirements (UK GDPR)
· Coordinate communications to parents and stakeholders via letters, newsletters, emails, and digital platforms
· Process orders, invoices, and support with financial administration under the direction of the Office Manager
· Support the administration of safeguarding and recruitment checks, ensuring compliance with statutory requirements including Keeping Children Safe in Education (KCSIE)
· Organise school events, meetings, and appointments, and prepare associated documentation
· Support the organisation and administration of school trips, clubs, and extra-curricular activities
· Manage pupil attendance records and follow up on absences in line with school procedures
PA to the Headteacher and SLT Support
· Provide confidential and high-quality PA support to the Headteacher, including diary management, correspondence, and meeting preparation
· Support the SLT with administrative tasks, data management, and minute-taking as required
· Prepare reports, presentations, and documentation for leadership meetings and governors
· Coordinate and arrange appointments, meetings, and travel arrangements for the Headteacher
· Handle sensitive and confidential information with discretion and professionalism
General Responsibilities
· Work collaboratively with the Office Manager and administration team to ensure consistency and efficiency across all administrative functions
· Undertake other duties commensurate with the grade of the post as directed by the Headteacher or Office Manager
· Participate in training and professional development opportunities
· Support the school's commitment to safeguarding and promoting the welfare of children
These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post. 
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.


Person specification: Job title
	Qualifications and training 
Evidenced through: Application
	Essential
	Desirable

	GCSEs (or equivalent) in English and Maths, grade C/4 or above
	
	

	Relevant administrative or secretarial qualification

	
	

	Evidence of ongoing professional development

	
	



	Experience/employment record 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Previous experience in an administrative role
	
	

	Experience of working as part of a team
	
	

	Experience within a school or educational environment
	
	

	Experience of providing PA or secretarial support at a senior level
	
	

	Experience of using school information management systems (e.g., SIMS, Arbor)
	
	



	Skills and Knowledge 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	The ability to converse at ease with members of the public and provide advice and information in accurate spoken English.
	
	

	Excellent written and verbal communication skills
	
	

	Strong organisational and time management skills, with the ability to prioritise and meet deadlines
	
	

	High level of proficiency in Microsoft Office (Word, Excel, PowerPoint, Outlook)
	
	

	Ability to maintain confidentiality and handle sensitive information appropriately
	
	

	Ability to work flexibly and collaboratively as part of a team
	
	

	Good understanding of safeguarding procedures (training will be provided)
	
	

	Knowledge of school administrative systems and procedures
	
	

	Understanding of UK GDPR and data protection in an educational setting
	
	



	Personal qualities 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Professional, approachable, and positive manner
	
	

	High attention to detail and accuracy

	
	

	Ability to use initiative and work independently when required

	
	

	Commitment to upholding and promoting the ethos and values of Gladstone Park Primary School and Anthem Schools Trust

	
	

	Willingness to undertake training relevant to the role
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