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Job Description & Person Specification 

	Job title:
	Personal Assistant to the Headteacher

	Responsible to:
	Headteacher

	Responsible for:
	Headteacher, other Staff, Parents, Visitors, External Agencies, SCC staff, Governors

	Location
	Chase High School

	Salary:
	Scale 7



	Overview of the role:

	· To act as Personal Assistant to the Headteacher.
· To provide managerial, secretarial, personnel, administration and clerical duties.
· To manage and co-ordinate personnel matters as necessitated by the Headteacher.

	Responsibilities:

	· Keep the Headteacher and Deputy Headteacher’s diaries and act as appointments secretary for both
· Provide a personal assistant service for the Headteacher, including clerical, administration and reprographics support as required, and booking events and meetings as requested. Maintaining personal correspondence with staff and drafting letters for approval by the Headteacher.
· Assist the Headteacher with overseeing all administration relating to OFSTED inspections and RISE support
· Provide a work processing service for the Headteacher as required, with accurately typed documents and correspondence, meeting deadlines as required
· Booking rooms, welcoming guests and serving refreshments for the Headteacher as required
· Carry out basic administration and filing tasks, ensuring that clear procedures are in place and that files are accessible to authorised members of staff
· Liaise with the Headteacher daily regarding the events of the day and follow up resultant actions
· Manage the Headteacher’s correspondence and prepare non-standard replies and responses for signature
· Manage the Headteacher’s diary collating all information and ensuring it is available on time providing verbal briefing where necessary
· Arrange appointments as and when convenient
· Prepare a variety of documents for approval by the Headteacher, i.e. School Improvement Plan, Action Plan, strategy documents etc. This will require personal input and research with other bodies.
· Ensure information produced is user friendly and easily accessible to all relevant staff.
· Develop new and existing Discovery Educational Trust policies and prepare them for presentation to Governor committees.
· Develop system for review and filing of all Discovery Educational Trust policies on a regular basis
· To formulate and implement new systems for common data access.
· Managing, prioritising and making appropriate decisions about own workload and where applicable the Headteacher.
· Check to ensure that tasks delegated by the Headteacher are completed by staff within set deadlines.
· Undertaking any other duties as may reasonably by required from time to time by the Headteacher.
· To arrange suitable dates for all meetings and book appropriate rooms and refreshments. Write to all Members/parents and visitors as required.
· Assist the Headteacher with planning and issuing of Leadership Team agendas
· Liaise with the clerk for the Pupil Discipline Committee, regarding permanent exclusions. Draft and distribute permanent exclusion letters to appropriate bodies and prepare and send paperwork for Racist Incidents.
· Accurately create permanent exclusion packs for the Pupil Discipline Committee
· Record, manage and follow correct procedures for Community Complaints.
· To be responsible for creating the termly CENSUS on Bromcom, managing the distribution to the DfE and SCC and investigate any queries that follow
· Accurately prepare the suspension letters to parents/careers, edit Bromcom and Deputy Headteacher data sheet and ensure timely reporting to SCC
· Support the Headteacher and Discovery Educational Trust Central Services team with iAmCompliant missed deadlines
· Compile the weekly briefing bulletin. Communicate with staff to collect relevant information.
· Filter telephone calls before passing them to the Headteacher, if it is deemed necessary.
· Make any telephone calls as requested by the Headteacher and follow up any resultant actions.
· Deal with electronic mail, both incoming and outgoing, in a secure manner.
· Filter/forward external electronic mail to appropriate members of staff.
· Ensure papers are given to the Headteacher for that day’s meetings
· Compose and send any memos, as required by the Headteacher to staff.
· Assist in dealing with complex enquiries or difficult visitors to the school.
· Undertake filing, laminating and photocopying work as required.
· Attend relevant school meetings as requested by the Headteacher.
· Always respect confidentiality.

General
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment

	Other clauses:

	1. The duties above are neither exclusive nor exhaustive and the post holder maybe required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
2. This job description does not form part of the contract of employment and is not a comprehensive definition of the post. The duties of this post may vary from time to time according to the needs of the school/Trust following consultation with the job holder. It will be reviewed periodically.
3. Your normal place of work is at Chase High School, however, Discovery Educational Trust reserves the right to require you to work at any other of its establishments, whether current or future.  This may be for a temporary period or on a permanent basis, according to the needs of the employer.

	Safeguarding:

	We are committed to ensuring the highest levels of safeguarding and promoting the welfare of our students, and we expect all our staff and volunteers to share this commitment. We adopt a robust, fair and consistent recruitment process which is in line with Keeping Children Safe in Education guidance. All offers of employment are subject to an Enhanced DBS check, references, and where applicable, a prohibition from teaching check, and you are required to complete them and advise us immediately should you subsequently be convicted of an offence. It is a criminal offence for any person who is barred from working with children to apply for a position at a school. 


	Equality, Equity, Diversity & Inclusion

	We are committed to fostering a culture of inclusion where every member of our community is respected, valued and supported to achieve their full potential. We believe that a diverse workforce strengthens our school and enriches the educational experience of our students. We therefore welcome applications from candidates of all backgrounds, identities and experiences.



Person specification

	Qualifications and experience

	Essential
· Successful experience of administration work in a busy school environment
· Educated to NVQ Level 4 or equivalent

	Desirable
· Completion of DCSF Induction programme


	Knowledge and skills

	Essential
· Working knowledge of general school policies and procedures
· Good reading and writing skills
· Ability to count and undertake complex calculations
· Ability to use a photocopier, word processor, databases and other IT applications
· Ability to complete detailed reports, forms and letters
· Ability to exchange verbal information clearly and sensitively with children and adults
· Overcome communication barriers with children and adults
· Ability to consult with colleagues in an effective way


	Working with children and others

	Essential
· Understand and implement the school’s behaviour management policy
· Good understanding of SEN and support the differences in children and adults and respond appropriately in relation to the role
· A good understanding of the learning experience provided by the school in relation to the role
· A good understanding of the way in which children develop in relation to the role
· An understanding of the importance of physical and emotional wellbeing with the ability to support children who may be unwell.
· Understand the role of other partners working in and with the school
· The ability to establish rapport and respectful trusting relationships with children, thier families and carers and other adults
· The ability to work effectively with other adults in the school including the ability to work autonomously.
· The ability to provide timely and accurate information

	Personal attributes and behaviours

	Essential
· Good organisational skills
· Accuracy with excellent attention to detail
· Ability to lead and motivate a team in a positive and successful way
· Effective time management
· Ability to follow instructions effectively


	General

	· Demonstrate a commitment to equality
· A good understanding o Health & Safety
· Understand and implement child protection procedures
· Understand procedures and legislation relating to confidentiality
· CPD – Demonstrate a clear commitment to develop and learn in the role including the ability to effectively evaluate own performance and hsare knowledge with others.

	Special requirements

	· Successful candidate will be subject to an enhanced Disclosure and Barring Service Check.
· Right to work in the UK.
· Evidence of a commitment to promoting the welfare and safeguarding of children and young people.
· Show a commitment and proactive approach to drive forward equality, equity, diversity and inclusion and to own personal development along with a positive attitude towards legislative developments and the provision of equitable services.
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