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	Job Title:
	School Business Officer (Personal Assistant to the Head Teacher and Senior Leadership Team)
	

	Job Family:
	Business & Public Services
	Grade: 9

	Hours:
	37 hours, 42 weeks
	



Purpose of this role
To provide highly effective and professional administrative and organisational support to the Head Teacher and Senior Leadership Team, contributing to the smooth, efficient and effective running of the school while presenting a positive external image at all times. 

Reporting Line
The post holder will report directly to the Head Teacher. 

Key Responsibilities
Executive and Administrative Support 
· Analyse and present school related information to support decision‑making, identifying trends and issues and ensuring findings are effectively communicated.
· Research, analyse and organise school related information for inclusion in reports, documents and briefings, responding to related enquiries as required.
· Provide primary administrative support to the Head Teacher and Senior Leadership Team. 
· Manage diaries, correspondence, meetings, agendas, minutes and follow-up actions. 
· Act as a first point of contact and effective trouble-shooter, using discretion and judgement. 
· Oversee and maintain the school calendar, coordinating key dates, events and deadlines to ensure alignment across the Head Teacher, Senior Leadership Team and wider school community
· Administer and support with parents’ evenings, celebration evenings etc.

Office and Administration Team Management 
· Management and leadership of all office staff including absence monitoring, appraisal, training, recruitment and selection.
· Line Manage the day-to-day operation of the office and administration team. 
· Arrange appropriate cover during staff absences to ensure continuity of service. 
· Provide guidance, support and coordination to ensure high professional standards. 

Information Governance and Data Protection (GDPR) 
· Act as a central point of contact for data protection matters, liaising with the Head Teacher, Local Authority and external agencies. 
· Hold operational responsibility for GDPR compliance and information governance across the school. 
· Ensures all responses are lawful, accurate and issued within statutory timescales. 
· Manage and coordinate Freedom of Information (FOI) requests and Subject Access Requests (SARs). 
· Maintain secure systems for the collection, storage, retention and disposal of personal data. 
· Provide advice and guidance to staff to promote best practice in data confidentiality and information security. 

Communications and External Profile 
· Proactively liaise, communicate and build strong working relationships with service users, internal teams and external stakeholders to support the school’s strategic development and operational effectiveness.
· Lead and support effective communication processes, including staff induction, correspondence with parents and stakeholders, newsletters, suspension letters, and the organisation and coordination of readmittance meetings.
· Oversee the school’s external profile, public relations and social media presence. 
· Ensure all communications reflect the school’s values and priorities. 

Systems and Records Management 
· Manage and maintain the school’s electronic filing and records management systems, ensuring GDPR compliance. 

General and Additional Duties 
· Assist with the organisation of school events and official functions. 
· Welcome visitors and provide hospitality as required. 
· Support governance processes, including minuting meetings where required, including evenings. 
· Attend exam results days in August. 
· Undertake first aid duties (training provided). 

People Management
· Administrative Team

School Policies and Procedures
· Actively support the School’s Policies and Procedures.

Health and Safety
· Ensure own compliance with the School’s Health & Safety policy/procedures
· and that of any resources you have responsibility for.

Risk Management
· Contribute to risk awareness through carrying out of duties and raise issues where appropriate.



PERSON PROFILE
	Job Title:
	School Business Officer (Personal Assistant to the Head Teacher and Senior Leadership Team)
	

	Job Family:
	Business and Public Services
	Job grade: 9



	
	Essential
	Desirable
	Evidence

	Experience
	Minute taking/shorthand

Word processing reports

Working in an administrative/clerical role

	Previous experience of working in a school environment.


	Application form
Interview

Application form
Interview

	
	
	
	

	Skills and
knowledge
	Knowledge of school policies and procedures including Data Protection, Safeguarding and Health & Safety

Competent in the use of Microsoft Office.


Effective communication written and oral
	Familiar with Management Information Systems used in schools, e.g. Arbor
GDPR process
SAR’s

	Application form
Interview


Application form
Interview

Application form
Interview

	
	
	
	

	Leadership and Management
	Ability to manage and develop a variety of staff across pay scales and skill areas

Ability to handle sensitive and confidential information with discretion at all times, in line with data protection and organisational requirements.

Act with professionalism, fairness and ethical judgement, maintaining trust and credibility with colleagues, pupils, parents and external partners.

Open, transparent and truthful in all professional interactions, taking responsibility for actions and decisions.

Consistently dependable, punctual and well-organised, delivering work to agreed deadlines and maintaining continuity of service.

	Experience of managing or supervising staff
	Application form
Interview


	
	
	
	

	Personal
Effectiveness
	Able to manage own time effectively

Motivated, enthusiastic and flexible

Effective interpersonal skills to engage and influence a wide audience

	
	Application form
Interview

Application form
Interview
Application form
Interview

	
	
	
	

	Qualifications
	GCSE Grade C in Numeracy and Literacy. Minimum qualification equivalent to OCR/RSA Level 2.  
	Basic First Aid
	Application Form
Certificates

	Aldercar High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to demonstrate and share this commitment.
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