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PGS JOB DESCRIPTION – PA TO THE DEPUTY HEAD (PASTORAL & STAFF WELFARE) & DESIGNATED SAFEGUARDING LEAD 

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

Summary of the role 
The Portsmouth Grammar School is a leading co-educational school located in the historic heart of Portsmouth. We are very 
much a family school known for excellent teaching, superb pastoral care and wide-ranging co-curricular opportunities and 
offer an education across the age range from Pre-School to Sixth Form.  
 
The role holder will play a key role in supporting the work of the Deputy Head (Pastoral & Staff Welfare) & Designated 
Safeguarding Lead who also holds the additional role of Attendance Champion. 
 
This is a full time, term time (plus one week immediately prior to Autumn term start) role. The hours of work will be 37.5 
per week, Monday – Friday. The standard work pattern is 8.00am to 4.00pm, with an unpaid 30 minutes for lunch. There 
will be some flexibility required for work outside of normal hours, for example during busy times or to organise and attend 
evening meetings and events.  
 
The successful candidate will have proven administrative experience, be highly organised and able to work well 
independently in a busy office.  A proactive and flexible approach to work is important, as is the willingness to work as part 
of a team.  
 
Excellent organisation skills are also essential to be able to prioritise tasks and work well within a small professional team. 
The successful candidate will be self-motivated and able to work flexibly and under pressure. They will be professional and 
friendly and able to demonstrate good interpersonal skills which are critical for effective communication with pupils, 
parents and staff across the school. 
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This role is part of the School Office team and as such is line managed by the School Office Manager. 
 

We welcome applications from suitably qualified and experienced candidates who can offer an excellent command of written 
and spoken English, an exceptional telephone manner, and the ability to ensure all visitors to the Deputy Head (Pastoral & 
Staff Welfare) office receive an efficient and welcoming service, in line with the ethos of the school.   

 
How to apply:  

Candidates are asked to apply using the online MyNewTerm application form linked to our advert on the ‘Work With Us’ 
page of our school website or directly at https://mynewterm.com/school/The-Portsmouth-Grammar-School/116583  

Any enquiries about the role or how to apply are welcome at recruitment@pgs.org.uk 

The closing date for receipt of applications is midday on Monday 1st June 2026 and interviews will be scheduled to take 
place on the school site in the week commencing 8th June with a provisional interview date of Thursday 11th June 2026. 

 
 

Line management responsibility 
for 

This role has no line management responsibility. 

Main duties and responsibilities Key Responsibilities:  
 

• To proactively manage the diary of the Deputy Head (Pastoral & Staff Welfare) & DSL, including establishing the regular 

meetings schedule and making arrangements for ad hoc meetings with pupils, parents and staff members in response 

to safeguarding, pastoral or staff welfare concerns. This may require rearranging significant proportions of the 

established diary. 

• To facilitate visits from Social Workers and/or the Police, who may need to see pupils at short notice. 

• To proactively plan ahead for the Deputy Head, including preparing meetings, providing data and drafting reports. This 

will include liaising with other staff in a timely manner to ensure the information is available to complete reports. 

• To arrange and provide meeting support for the DHP’s regular scheduled meetings which includes, but is not limited to, 

the Pastoral Review Meeting (PRM), Online Safety Group, Safer Recruitment Meeting and Cathedral Safeguarding 

meetings. 

https://www.pgs.org.uk/about-us/work-with-us
https://mynewterm.com/school/The-Portsmouth-Grammar-School/116583
mailto:recruitment@pgs.org.uk
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• To act as a CPOMS administrator, including reviewing and amending entries, assisting with log-in and training issues and 

working with the Deputy Head on the annual access review and reconfiguration as required during the Summer 

holidays. 

• To monitor alerts received through LightSpeed, reviewing and escalating as required and providing reports for termly 

Online Safety Group meetings and Governors’ meetings. 

• To receive incoming safeguarding information/reports on new pupils, provide a summary for the Deputy Head and log 

relevant information on CPOMS. To maintain a record of reports received and chase any that have not been. 

• To provide Safeguarding information/reports on pupils moving to other schools, redacting as required. 

• To support the Safeguarding team in their weekly review meeting, setting up and updating the Safeguarding Formal 

Review documents, amending the monitoring spreadsheet and moving pupils between RAYG lists. 

• To prepare the weekly Pastoral and Bereavement bulletins. 

• To provide details for referrals to external agencies and MASH information requests, enabling the DSL to return them 

within the required timeframe. 

• To ensure that pastoral meetings are arranged between the DSL (or a DDSL) and the trip leader for upcoming trips as 

required and a pupil list is provided to the DSL/DDSL. 

• To provide administrative support as required for initiatives such as SchoolsMobile and the #BeeWell survey and events 

such as Time and Space. 

• To support the Deputy Head/DSL to ensure that all staff receive regular and appropriate safeguarding training and to 

arrange recording of this training and the annual mandatory policy reading.  

• To support the Deputy Head in the scheduling and recording of Performance Review and Development schedule for the 

Heads of Years 7-11 and for Counsellors, Nurses and Health Care Assistants.  

• Support the Deputy Head with the Staff Welfare role. 

• To book training for the DDSL/Safeguarding team, keeping a record of training undertaken to feed into reports to 

Governors. 

• To work within the requirements of GDPR legislation in accordance with the School’s Data Protection Policy and related 

documents. 

• To work collaboratively with other members of the School Office Team to help facilitate the work of the School Office, 

providing cover or assistance as appropriate from time to time. 

• This role involves occasional working outside normal contracted hours for meeting support and in response to 

safeguarding concerns. 
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• To undertake such comparable duties as the Deputy Head (Pastoral & Staff Welfare) & DSL, Head or Bursar requires 
from time to time.  

 

Person specification summary 

 

The successful candidate will be able to demonstrate: 
 

• Substantial senior-level administrative experience gained in a complex environment. Experience within an educational 
setting is desirable but not essential. 

• A positive, solutions focused attitude and a commitment to delivering work to a high standard. 

• Excellent interpersonal and communication skills, with a diplomatic, discreet, and professional manner. 

• Exceptional accuracy and attention to detail. 

• Flexibility, adaptability, and calmness under pressure, with the ability to respond effectively to changing priorities and 
the unpredictable nature of school life. 

• A proactive and organised approach to work, with strong planning skills and the ability to prioritise tasks independently. 

• The capacity to maintain a high workload, balancing multiple tasks and competing deadlines effectively. 

• Strong IT proficiency, including confident use of Microsoft Office, desktop publishing software, databases, and 
management information systems. 

• A sound understanding of data protection requirements, including UK GDPR. 

• A willingness to ‘pitch in’ when needed, demonstrating a professional, unflappable, and approachable demeanour. 

• Good numerical skills, sufficient to work confidently with statistical data. 

• An enjoyment of working with children and young people, and a willingness to participate fully in school life, including 
attending occasional evening or weekend events. 

• High levels of personal integrity, honesty, enthusiasm, and resilience, together with a firm commitment to maintaining 
confidentiality. 

 

Safeguarding responsibilities • The role is based on the school site and involves working with pupils on a daily basis and therefore involves 
regulated activity with children. 

• It is a requirement of the role to attend Professional Development Days as required by the line manager and to 
attend other essential staff training sessions throughout the year, as required by the Head or Bursar. 

 

Benefits The Portsmouth Grammar School prides itself on being a caring employer and all staff are encouraged to discuss any 
aspects of their terms and conditions of employment initially with their line manager and, as necessary, with the Bursar 
who signs all contracts of employment on behalf of the Governing Body.  



5 © Veale Wasbrough Vizards LLP  

The school is a strong supporter of Continuing Professional Development (CPD) and support staff wishing to undertake 
appropriate professional training can apply for financial support towards any associated costs. 
 
The annual pro-rata salary for this full time, term-time, plus one week, role is set at point 23 of the PGS Support staff pay 
scale, and is £22,709 which includes contracted term times and holiday pay. This is based on a FTE salary of £28,386 for a 
full-time, year-round role. 

This is a term time only role and the postholder will be required to take their holiday during the school holidays and not 
during PGS term times. 

Key financial benefits of employment at PGS include: 

• A generous salary structure  

• School fees remission is available to eligible employees following successful completion of a six-month 
probationary period, subject to criteria and approval; applied pro rata for part-time staff 

• For eligible employees, pension provision is offered through either the NEST or AVIVA scheme, both of which 
operate on a salary sacrifice basis 

• Non-contributory death-in-service policy calculated at 3 times annual salary 

Other key benefits include: 

• Provision of a two-course lunch during school terms, where staff work a full day 

• Cycle to Work Scheme   

• Free use of the school’s Sports facilities which include a well-equipped Fitness Centre  

• Employee Assistance Programme 

• A staff parking space can be applied for, with allocation depending upon availability 

The school is always looking for innovative ways to improve the working conditions and remuneration of its employees 
and welcomes suggestions from all staff.  

 

 

 

 

 

 
 



6 © Veale Wasbrough Vizards LLP  

Person specification 

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

 
Essential Desirable Method of assessment 

 
These are qualities without which the 
Applicant could not be appointed 

These are extra qualities which can be used to 
choose between applicants who meet all of the 
essential criteria 

 

Qualifications The professional, technical or academic 
qualifications that the Applicant must 
have to undertake the role or the 
training that they must have received 

• A good standard of education, with 
excellent spoken and written 
English. 

 

 

The professional, technical or academic 
qualifications that the Applicant would ideally 
have to undertake the role or the training that 
they should ideally have received 

 

Production of the Applicant's certificates 

Discussion at interview 

Independent verification of qualifications if 
necessary 

Experience The categories of work or organisations, 
types of achievements and activities 
required by the Applicant that would be 
likely to predict success in the role 

• Senior secretarial and administrative 
experience, working in a complex 
environment and supporting at 
senior level 

• Experience of working in a team 

 

The categories of work or organisations, types of 
achievements and activities that would be likely 
to contribute to success in the role 

• Experience of working in a similar role in an  
educational setting 

 

Contents of the application form 

Interview 

Professional references 
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Skills The skills required by the Applicant to 
perform effectively in the role 

 

• Excellent interpersonal and 
communications skills, along with a 
diplomatic and discreet outlook  

• A good telephone manner and the 
ability to deal with visitors and callers 
in a calm and courteous way  

• An enjoyment of working in the 
company of children and young 
people, and of participating fully in 
the life of the school, including 
attending the school for out-of hours 
events at evenings and weekends  

• A high level of personal integrity, 
honesty, enthusiasm and stamina, 
and a commitment to maintaining 
the highest levels of confidentiality  

• Accuracy and thorough attention to 
detail  

• Flexibility, adaptability, calmness 
under pressure, responsiveness to a 
changing environment, and an 
understanding of the unpredictable 
nature of work  

• A proactive approach to planning 
and prioritising work on their own 
initiative, as well as first rate 
organisational skills 

The skills that would enable the Applicant to 
perform effectively in the role 

 

Contents of the application form 

Interview 

Professional references 
 

 

 



8 © Veale Wasbrough Vizards LLP  

• The ability to maintain a high work 
rate and to cope with a range of 
tasks and competing priorities  

• A willingness and ability to ‘roll up 
sleeves’ in an emergency along with 
a professional, unflappable and 
approachable demeanour  

• Sufficient numeracy to deal 
confidently with statistical data  

• The ability to develop positive 
relationships across the school.  

• The ability to work in a team and 
to become involved in the life of 
the school and engage with a wide 
variety of people 
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Knowledge The knowledge required by the 
Applicant to perform effectively in the 
role 

• A willingness to develop knowledge 
and understanding of legislation 
relating to current guidance in 
Keeping Children Safe in Education 
and other guidance issued by the 
Department for Education and ISSR 
 

• Proficient use of Microsoft Office, 
desk-top publishing software, 
databases and management 
information systems   

• A willingness to develop knowledge 
and understanding of GDPR 
legislation 

• A willingness to undertake all 
training required by the School 
including safeguarding training 

 

The knowledge that would enable the Applicant 
to perform effectively in the role 

Contents of the application form 

Interview 

Professional references 
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Personal 
competencies, 
qualities, 
attitude and 
behaviours 

The personal qualities, attitude and 
behaviours that the Applicant requires 
to perform effectively in the role and to 
ensure that the Applicant safeguards 
and promotes the welfare of children 
and young people 

• motivation to work in a setting with 
children and young people. 

• ability to form and maintain 
appropriate relationships and 
personal boundaries with children 
and young people. 

• ability to work collaboratively across 
departments and support functions. 

• willingness to work as an integral 
part of a busy team in the 
accomplishment of common goals 
and strategy objectives. 

• willingness to support the aims and 
ethos of the school. 

 

The personal qualities that would assist the 
Applicant to perform effectively in the role 

 

• An interest in continuous professional 
development, to expand knowledge and to 
undertake relevant training 

Contents of the application form 

Interview 

Professional references 

 


