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Person Specification
Airedale Academy
PA to the Headteacher

	
	Essential
	Desirable

	Qualifications
	· 5 G.C.S.E’s at Grade C (or above) incl. G.C.S.E Maths and English (or equivalent). 
· Relevant ICT/typing qualification (or ability to provide evidence of skills) e.g. RSA1/2.
· Recent relevant CPD showing a commitment to progress.
	· Shorthand.


	Skills     
and Experience
	· Experience in a senior assistant role, including managing busy diaries and dealing with sensitive and highly confidential communications for senior staff. 
· Experience of committee servicing, relationship and event management, drafting of reports and researching information/data for senior staff.
·  Excellent administrative and communication skills and a positive, versatile approach to work with exceptional attention to detail.
· Advanced judgement and decision making skills and an ability to prioritise a busy schedule.
· Experience of using Word, Excel, PowerPoint, Publisher etc. to Intermediate level as a minimum.
· Ability to liaise with Castleford Trust colleagues, parents and Governors and external customers at all levels in an appropriate and professional level.  
· Ability to adapt to ever changing priorities.
· Ability to use own initiative.
· Computer literate with ability to learn how to use complex databases.
· Experience of working with Excel, analysing data in order to provide specific information.
	· Experience of working within an educational setting.
·  Knowledge of Arbor database 

	Personal Qualities
	· Highly confidential, highly professional.
· Energy, enthusiasm and drive.
· Ability to work under pressure.
· Flexibility/adaptability.
· Confident and resourceful in the face of challenge.
· Always striving for outstanding customer service.
· Team player.
· Excellent role model for young people and for staff.
·  A sense of humour.
·  Willingness to support and contribute to school events in and out of school time.
·  Committed to providing the best for all pupils at Airedale Academy. 
	






































Job Description
PA to the Headteacher


	RESPONSIBLE TO 
	Headteacher




MAIN AREAS OF RESPONSIBILITY	

To provide the Headteacher and Senior Leadership Team with high quality executive secretarial, administrative and personal support.

Key Responsibilities

· To manage the Headteacher’s diary, arranging meetings, events, appointments, organising venues, arranging hospitality, distribute documents, making minutes and undertaking follow-up action as necessary.
· Act as first point of contact and, in the absence of the Headteacher or Senior Leadership Team, exercise a high degree of initiative, integrity and sensitivity, making appropriate judgements and decisions in order to deal effectively with matters as they arise, particularly matters of a personal or political nature;
· To be first point of contact for all internal and external calls to the Headteacher; dealing with routine and non-routine enquiries as appropriate, including the need to deal often with complex and sensitive matters;
· To field and respond to queries by telephone, e-mail and in person from a wide range of contacts, assessing their priority and importance and decide an appropriate course of action to avoid any unnecessary disruption to the Headteacher.  
· Read and action all postal and email correspondence addressed to the Headteacher and deal with complaints as required;
· Provide a professional welcome to all visitors for the Headteacher and provide refreshments for meetings as requested;
· Provide an efficient, professional and confidential service for all administrative tasks required by the Headteacher;
· Set up and maintain accurate and comprehensive filing systems, both manual and computerised;
· Take minutes at business meetings and provide a copy for all staff in staff room on a daily basis;
· To attend, facilitate and minute meetings involving the Headteacher, including meetings off-site as required and undertake follow-up action points as necessary.
· To maintain confidentiality across all aspects of work 
· Support Senior Leadership Team with additional administrative tasks as directed by the Headteacher;
· Carry out tasks that are commensurate with the grade as directed by the Headteacher.
· To administer and maintain up to date records of academy exclusions, including sending exclusion letters, logging exclusions and clerking exclusion meetings. 
· To support the data functions at the academy when necessary and as appropriate for the Trust.


Health and Safety

· Undergo Basic First Aid training and update courses.
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
1. Support Airedale Academy on all issues to do with Health, Safety and Welfare.
1. Support the Academy’s implementation of all current statutory requirements, e.g. Disability Discrimination Act, Access to Work, Equal Opportunities, and Child Protection.


CPD

1. In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the school.
1. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.
1. Undergo appropriate training to support the delivery of ‘specified work’ in order to develop skills for the post.
1. Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.

All employees of a school have a responsibility for promoting and safeguarding the welfare of children and young people.

Candidates must also be willing to undertake any other responsibilities in line with their grade as requested by the academy.
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