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The vacancy 

Post advert 

Deadline for applications: 11:59pm on 13 September 2026 

Interviews to be held: Interviews will be arranged on receipt of suitable 
applications 

To start: September 2026 
 

Hope Valley College are looking for a highly organised and efficient individual with the 
ability to provide an effective and high-quality PA service to the Headteacher and Senior 
Leadership Team, administration service for the Local Governing Body and co-ordinate 
complex staff cover requirements within school on a daily basis. 

The successful candidate will have excellent attention to detail, strong communication 
skills when working with a wide variety of stakeholders (including young people) and 
substantial experience of PA or other general administrative work for a Senior 
Leadership Team or Executive Board. It is essential to have an ability to work with 
competing priorities and show a high level of initiative in a fast-paced and rewarding 
environment. 

The working hours are 7.30am to 3.30pm Monday to Thursday and 7.30am to 3pm on a 
Friday.  

Role summary 

Post title: PA to Senior Leadership Team & Cover Manager 

Profile: BS3.5 

Grade: Grade 6 

Grade spinal point range: SCP 21 to 26 

Salary: £33,143 - £37,280 – actual salary £29,968 - £33,709  

Accountable SLT post: Business Support Services Manager in conjunction with 
Headteacher 
 

Line manager (if different):  

Staff to be supervised or 
line managed by post 
holder: 

Lesson Supervisor in conjunction with SLT T&L Lead  

Post holder will work with: Headteacher and Senior Leadership Team 
Local Governing Body 
Other teaching and support staff 
Central team 
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Holiday and sickness relief: By and for other Admin & Support staff 
 

Purpose of post: To provide an effective and high-quality PA service to the 
Headteacher & Leadership Team, administration service 
for the Local Governing Body and ensure daily cover 
requirements are in place to cover teacher and support 
staff absence. 
 

Version revised: February 2025 
 

Contract: Permanent  37 hours / 41 weeks  
 

At Chorus Trust we are committed to the safeguarding of all our pupils, please visit our website 
to access our safeguarding and child protection policy at www.chorustrust.org/policies. 

The trust will conduct an online search of the successful candidate in line with the DfE’s 
keeping children safe in education advice. 

The successful candidate will be required to complete a Disclosure and Barring Service (DBS) 
check in line with the Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 and 
the Police Act Regulations.  

http://www.chorustrust.org/policies


5 
 

Job description 
The post holder must at all times carry out their responsibilities within the spirit of the school and 
trust policies and within the framework of legislation relating to academies and education, with 
particular regard to the statutory responsibilities of the trust and the governing body of the 
school. 

The specific duties and responsibilities include but are not limited to: 

Specific duties and responsibilities 
To be responsible for the provision of an outstanding PA service ensuring the Headteacher & 
Leadership team are fully supported in all aspects of their work and to the standards required by 
the Trust. This will also include administering daily cover requirements for staff absence, and 
Local Governing Body (LGB) administration which will involve liaising with School Governors 
and being responsible for an efficient and competent administrative service as required. 
 
Duties will include, but not be limited to: 

PA to Headteacher and Senior Leadership Team  
• To be an ambassador for the school and the primary point of contact for staff, families, 

Governors and other stakeholders looking to speak with the Headteacher and SLT. 
• To provide general and confidential secretarial and administrative services to the 

Headteacher & Leadership Team, including managing calls, enquiries, emails and other 
correspondence, welcoming visitors and redirecting enquiries where required. 

• Coordinate the diaries of the Headteacher and SLT making decisions around priorities 
where appropriate and ensuring they are appropriately briefed on matters to be 
discussed, papers and associated actions are prepared assembled and distributed. 

• To process exclusions, ensuring records are kept up to date and providing data for 
external returns. 

• Develop and maintain a filing service in line with outstanding practice. 
• To attend confidential meetings and take notes, prepare documents and distribute to 

relevant parties under the direction of the Headteacher & Leadership Team. 
• Make and plan travel arrangements as necessary and arrange hospitality requests for any 

events or meetings that involve the Headteacher or Leadership Team. 
• Support the Headteacher with the organisation of school events such as INSET days, 

Presentation Evening, Open Evening, End of Year Events, primary cluster meetings etc. 
• Provide the Headteacher with in-year admissions support, including the tracking of 

enquiries and application forms, facilitate tours and aid the smooth transition into school 
for new starters. 

• Process in year admission appeals, ensuring accurate records are kept and coordinate 
hearing panels where appropriate. 

• Support with student recruitment, transition day and STEM days, communicate with 
Primary Schools ensuring this is appropriately branded and supports the schools visions 
and values. 

• Take minutes of staff briefings, Leadership Team Meetings, Trade Union meetings and 
extra ordinary staff meetings as required and ensure actions are clear and passed to 
those responsible. 



6 
 

• Deputise for the Business Manager in their absence, oversee the implementation of 
procedures across the business support services across the school. To provide other 
administrative support for the Leadership Team as directed by the Headteacher 

• To co-ordinate and administer school complaints and follow the process from receipt of 
complaint through to resolution under the direction of the SLT member responsible. 

• Work closely and liaise with the central HR team to administer school-based HR activities 
and tasks. 

• Support school recruitment processes providing a comprehensive administrative 
service, 

• Support the Senior Leadership Team with the delivery of in-house induction, performance 
management and professional development and ensure managers are prompted to 
complete appropriate tasks. 

 

Cover Management  
• Co-ordinate and administer daily arrangements for cover for absent colleagues 

(Teachers and support staff where applicable), arranging supply teachers and ensuring 
school is compliant with STPCD around “Rarely Cover” in connection with requesting 
cover by teaching colleagues. 

• Direct and deploy cover staff effectively to ensure cover is provided where required. 
• Give clear, accurate daily timetable to cover staff and agency staff, as needed to enable 

them to work effectively. 
• Manage cover staff in line with all Trusts policies, e.g. absence management, appraisals 

etc in conjunction with SLT T&L lead. 
• Inform HR of staff absences and record relevant data in the cover diary and HR systems 

used for staff cover, supply staff hours, sickness absence, INSET and personal leave. 
• Maintain HR data and reports on sickness and other absence in conjunction with 

Colleagues. 
• Monitor the usage of agencies in relation to Agency Workers Regulations and workforce 

legislation regarding protection of teacher planning, preparation and assessment time. 
• To maintain supply agency/ supply teacher listings, keeping contact details, pricing etc 

up to date. 
• Liaise with supply agencies to achieve best value and organise long term cover when 

required. 
• Authorise payment of supply staff/ agency invoices against the cover diary and budget in 

line with finance system. 
• Notify relevant teaching staff of any need to provide appropriate work for pupils who are 

to be supervised. 
• To provide basic induction for supply teachers and cover staff, ensuring that: those new 

to the school can locate relevant facilities and fully understand what is expected of them 
in terms of policy and procedure (including Health and Safety and Behaviour policies); 
and those who have previously worked at the school are fully up to date with information. 

• Contribute to the development of, and implement agreed procedures for receiving, 
recording and acting on notification of planned and short-notice unplanned absence, 
communicating with relevant colleagues (SLT) as appropriate. 

• In consultation with all relevant colleagues to evaluate the impact of cover provision, 
preparing cover and absence returns for the school leadership team. 

• Produce regular reports for senior management and Governors on cover provision 
including costings. 
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• Make changes to cover and rooms as required during the day in response to 
emergencies/unforeseen circumstances in conjunction with MIS team. 

 

Local Governing Body (LGB) Admin  

• Provide a single point of contact for the schools LGB. You will liaise with School Governors, 
the Trust Central Team, Senior Leadership Team and any other bodies as required. 

• Use the Trust Governance calendar of activity to maintain the LGB and subcommittees 
calendar. 

• Use Trust templates and agendas to prepare LGB and committee agendas and paperwork for 
all meetings, in liaison with the central team, the Principal, Chairs and other appropriate staff. 

• Provide a clerking service for all LGB governor meetings and other administrative duties. 

• Maintain compliant LGB files in school as required, and all key documentation reflecting 
outstanding practice guided by the Trust central team. Keep governor minutes and records in 
line for ESFA/DFE guidance and best practice. 

• Administer the recruitment of Parent Governors/elections as required directed by the central 
team. 

• Organise and co-ordinate permanent exclusion and other statutory suspension panels as 
required, in line with guidance and as directed by SLT/Principal. 

• Clerk permanent exclusion panels, liaising with parents, Governors, the Local Authority, and 
school or central team staff as required. 

Support for the trust/school 
• Be aware of and comply with policies and procedures relating to child protection, 

health, safety and security, confidentiality and data protection, reporting all concerns 
to an appropriate person. 

• Work in a flexible way to respond to the needs of the trust and to fulfil other duties and 
responsibilities appropriate to the grade and role as and when required. 

• Be aware of and support difference and ensure equal opportunities for all. 

• Appreciate and support the role of other professionals. 

• Attend and participate in relevant meetings as required. 

• Contribute to the overall ethos/work/aims of the trust/schools. 

• Participate in relevant training, other learning activities and performance 
management as required. 

• Team responsibilities: all staff are considered part of the overall trust team and may 
be required to provide assistance to colleagues in other areas from time to time 
commensurate with the role, skillset and grade. 

• From time to time, to meet the needs of the trust, you may be asked but not expected 
to work hours additional to your normal working hours.  The Trust will give you as 
much notice as possible and you will be paid/recompensed for such work.  Situations 
where this might be required are, for example: relevant key school events such as 
open evenings, exam results days, trips, clubs, training etc. 
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Changes to these duties 
The above duties are not exhaustive, and the post holder may be required to undertake tasks, 
roles and responsibilities as may be reasonably assigned to them by the Headteacher.  

The job description and allocation of particular responsibilities will be kept under review and may 
be amended via consultation with individuals, the governing body or board of trustees and/or 
senior leadership team as required. Trade union representation will be welcomed in any such 
discussions. 
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Person Specification 

Job Title: PA to Senior Leadership Team & Cover Manager 

REQUIREMENTS 

Essential 

D
esirabl

e 

Assessment method 
A = application 

I = interview 
R = reference 

Knowledge, experience and skills 

Substantial experience of PA or other general 
administrative work for a Senior Leadership Team or board 

  
A/I 

Strong administrative skills and experience to include word 
processing/typing, filing, collating, proof-reading of 
material, data entry and spreadsheet use, using Microsoft 
Office packages. 

  

A/I 

Knowledge of using a school MIS system and experience of 
working with an MIS cover module   

  A/I 

Experience of school cover management and staff 
deployment  

  A/I 

Experience of managing complex diaries, meetings and 
communications. 

  
A/I 

Ability to organise time, and experience of working in a 
busy environment with many priorities and conflicting 
deadlines. 

  A/I 

Experience of working with a variety of stakeholders and 
the ability to form professional working relationships 
including parents, school staff, external agencies  

  A/I 

Experience of an education, training or similar environment    A/I 

Ability to interpret discussion to produce clear, concise, 
accurate and diplomatic minutes appropriate for a range of 
audiences 

  I/T 

Clerking and minute taking at governor level meetings or 
equivalent board meetings 

  
A/I 

Knowledge of governing body procedures and education 
and academy legislation, guidance and legal requirements  

  
A/I 
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Knowledge and understanding of Freedom of Information, 
Data Protection legislation, records management and 
governance issues 

  
 

A/I 

Qualifications 

Good level of literacy and numeracy e.g. GCSE Math’s and 
English at grade 4 or above 

  A 

NVQ Level 3 or equivalent or relevant experience and skills   A 

Other skills 

Communicate effectively both verbally and in writing with 
people at all levels e.g. school staff, students, governors 
and external contacts/ suppliers. 

  I 

Flexibility to manage clerking provision, with the ability and 
commitment to working scheduled evenings to minute 
governor meetings 

  A / I 

Work effectively as part of a team recognising own role as a 
team member. 

  A / I 

Able to maintain a positive focus, accepting constructive 
criticism positively and learning from it. 

  A / I 

Demonstrate an enthusiastic and positive approach 
regarding change, having a definite ‘can do’ mentality. 

  I 

Ability to learn from experiences.   I 

Ability to carry out instructions accurately and effectively 
as directed by line manager. 

  I 

Ability to work alongside young people (not necessarily in 
school environment). 

  A / I 

Interpersonal skills 

Ability to maintain confidentiality   A/I 

Accuracy when receiving information (verbally and written) 
and communicate information effectively and accurately. 

  I 

Ability to foster good working relations with colleagues and 
able to make a positive contribution to the team. 

  A/I 
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Able to reflect on performance and further develop own 
knowledge and skills to improve performance. 

  I 

Maintains standards set by the organisation.   I 

Take responsibility for own actions.   I 

Ability to work alone unsupervised and manage own 
workload. 

  A / I 

Child protection 

A commitment to the responsibility of safeguarding and 
promoting the welfare of young people. 

  I 
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Hope Valley College 
Hope Valley College is an 11-16 comprehensive school set in a beautiful location in the village of 
Hope in the heart of the Peak District. The school was originally modelled on the lines of the 
successful village colleges originated by Henry Morris to provide community education.  Hope 
Valley College now welcomes 550 students from a wide area including Derbyshire, Sheffield and 
Greater Manchester.  On our site, housed in a purpose-built facility, we also run a post-16 SEND 
provision; Hope Valley Pathways prepares young adults with SEND for life and work and has up 
to 20 young people on roll.  

At Hope Valley College, we offer an ambitious curriculum that is supported by a wide range of 
enrichment activities.  We have high expectations of our students, who achieve well and who are 
encouraged to embrace the opportunities that our beautiful location offers. 

 

 

In addition to trust-wide benefits for all staff, those at Hope Valley College also have access to: 

• Supportive and friendly staff and leadership team. 

• Free staff parking. 

• Opportunity to be part of the varied extracurricular offering, including Duke of 
Edinburgh’s Award programme, and many outdoor adventure activities. 

• Internationally renowned rural landscape on the doorstep. 

You can view the school website at: www.hopevalley.chorustrust.org. 

  

https://www.hopevalley.chorustrust.org/
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Chorus Education Trust 
Chorus Trust is a growing trust, committed to providing every child with the best education in 
both primary and secondary schools across South Yorkshire and Derbyshire.  We train and 
develop teachers, giving our children access to the very best educational thinking and practice. 

 

Our vision is ‘Outstanding Achievement for All’.  We want to create a culture of success in which 
our children and young people can succeed.  We do this through the provision of safe and 
supportive schools, collaborating to ensure our children benefit from a more effective spend of 
public money. 

As part of the Chorus Trust Team, all staff have access to: 

 

An ethos of being a force for good; 
of being part of a team that enables 
‘outstanding achievement for all’.  

Leading edge training and 
development through the South 
Yorkshire Teaching Hub. 

 

Competitive pension schemes: 
Teacher’s Pension Scheme 
(teaching staff) and local 
government pension scheme 
(support staff). 

 

Discounted health schemes through 
Westfield Health and Westfield 
Rewards Schemes, plus free annual 
flu jabs with Boots Corporate Health 
and free eye tests with Specsavers. 

 

A collaborative environment 
encouraging knowledge sharing and 
support.  

Term-time only contract postholders 
have the freedom of having school 
holidays off. 

 

Career progression opportunities 
within a growing, local trust. 

 

Support for flexible working 
arrangements. 

 

You can read more about Chorus Trust at www.chorustrust.org. 

http://www.chorustrust.org/

