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ROLE OVERVIEW: 

This post holder will provide clerical and administrative support to the school, Principal and Leadership Team for the full professional, efficient and secretarial services. This post requires high regard to data protection, discretion and confidentiality at all times.

KEY ACCOUNTABILITIES:


MAIN DUTIES

· To be the first point of contact for telephone and face-to-face enquiries – take messages where appropriate. Deal with confidential, complex and difficult enquiries to the academy.
· Monitoring post and emails – answering routine letters/emails on behalf of the Academy Leadership Team.
· Ensure the Principal has all necessary paperwork (electronically or printed, as requested) needed before meetings and is fully briefed and prepared.
· Assist the Principal in the compilation and production of reports and records as may be required
· Undertake all administrative work and diary and inbox management for the Principal as directed.
· Updating staff handbook and academy marketing materials.
· Compile and publish the academy newsletter.
· Take minutes at meetings and ensure actions recorded at meetings are completed. 
· Provide secretarial service to members of the Principal on confidential matters as required.
· Compile agendas, organise meetings and follow up subsequent actions for meetings as directed by the Principal and Academy Leadership Team, preparing papers and documentation as required.
· Attend meetings on behalf of the Principal/SLT as required.
· Arrange, book and confirm any necessary travel/hotel arrangements for the Academy Leadership Team, as requested.
· Arrange for all performance management meetings with the Principal and their line staff.
· Maintain and update the academy website, where appropriate.
· Regularly review and audit the school website to ensure it is compliant and up to date, feeding back findings to the Academy Leadership Team.
· Ensure local policy review cycle is up to date, adhered to and policies are updated.
· Where appropriate, maintain the academy complaints log.
· Be responsible for the efficient and effective running of the Reception.
· Where appropriate, take an active role on forward planning, organising and managing whole school events i.e. Parents Evenings Rewards Evenings and Open Evenings. 
· Ensure confidentiality of any information received and work within the remit of the Data Protection Act.
· Provide relief receptionist cover as required.
· Prepare paperwork for exclusion and suspension panels, liaises with LA regarding this.
· Prepare travel and expense claims for the Principal and ensure all receipts and completed paperwork are submitted monthly.
· Act as the link contact to the Local Governing Board.
· Line manage reception staff.

SAFEGUARDING


· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, PREVENT and our safeguarding and child protection policies.
· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary.
· Promote the safeguarding of all pupils in the school.

CORPORATE RESPONSIBILITIES


· Show support for and uphold our ethos, value, all policies and procedures.
· Promote high standards in attendance, punctuality and appearance adhering to Staff Code of Conduct.
· Act with professionalism, integrity at all times, promoting the Trust values.
· To comply with any reasonable request from a Principal or other Trust Leader to undertake work of a similar level or commensurate with role and level of responsibility that is not specified in this job description.
· Comply with data protection legislation and follow the principles of GDPR.
· Promote a commitment to equal opportunities and anti-discriminatory practice adhering to the Trust Equal Opportunities Policy.
· Promote a work environment that protects people's health and safety and that promotes welfare, which is in accordance with the Trust Health and Safety Policy and legislation.

Note 1: The content of this job description will be reviewed with the post holder on an annual basis in line with the performance management cycle. Any significant change in level of accountability that could result in a change to the interim grade must be discussed with the post holder and representative where necessary.



















PERSON SPECIFICATIONS: EXECUTIVE ASSISTANT TO PRINCIPAL

	Education & Qualifications
	Essential
	Desirable

	NVQ Level 3 or equivalent qualification or experience in a relevant discipline.
	√
	

	A good level of Literacy, Numeracy and IT skills GCSE Grade C (5+) equivalent in Maths and English. 
	√
	

	Evidence of Continuing Professional Development.
	
	√

	Experience

	At least 3 years Office / PA experience in commerce, industry or education.
	√
	

	Strong ICT skills – Use of Microsoft Office.
	√
	

	Personal Assistant experience.
	[bookmark: _heading=h.30j0zll]
	√

	Knowledge & Skills

	Administrative Procedures, health and safety awareness and compliance in office environment including conducting risk assessments.
	√
	

	Good  IT skills and Microsoft package including data management, excel, Microsoft publisher
	√
	

	Have good organisational skills.
	√
	

	Ability to work constructively as part of a team and on own initiative.
	√
	

	Use basic technology e.g. computer, photocopier.
	√
	

	Maintaining pupil personal profile records including SEN/SEND.
	
	√

	Personal Attributes

	Ability to manage difficult conversations.
	√
	

	Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect.
	√
	

	Open, honest and an active listener.
	√
	

	Takes responsibility and accountability.
	√
	

	Committed to the needs of the pupils, parents and other stakeholders and challenge barriers to providing an effective service.
	√
	

	Demonstrates a ‘can do’ attitude including suggesting solutions, participating, trusting, and encouraging others and achieving expectations.
	√
	

	Is committed to the provision and improvement of quality-of-service provision.
	√
	

	Is adaptable to change/embraces and welcomes change.
	√
	

	Communicates effectively.  
	√
	

	Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills.
	√
	

	Acts with pace and urgency being energetic, enthusiastic and decisive. 
	√
	

	Has the ability to learn from experiences and challenges.
	√
	

	Commitment 

	Committed to Affinity Learning Partnership values and aims, acting as role model demonstrating professionalism and consistent high expectations at all times which supports the ethos of the Trust
	√
	

	Recognise and respect difference between individuals and play their part in making the Trust more inclusive, aware of and committed towards diversity and equal opportunities.
	√
	

	Committed to own continual professional development
	√
	

	[bookmark: _heading=h.gjdgxs]Other

	Ability to travel to other Trust sites
	√
	

	Is fluent in the use of the English language
	√
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