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Job Description – Headteacher’s Personal Assistant
	Reporting to:


	HR Manager

	Responsible for:


	To act as Personal Assistant and support to the Headteacher, overseeing a range of administrative and organisational tasks and events in the general running of the College.


	Liaising with:
	Headteacher, SLT, relevant Support Staff, Trustees and  external organisations and parents 



	Working time:


	25/30 hours per week, Between 8:30 am  and 4:30pm  
40 weeks per year



	Salary/grade:


	Grade D

	General Tasks and Events

	· To provide admin support to the Headteacher and also wider Admin support to the Senior Leadership Team as requested.
· To manage the Headteacher’s diary and arrange meetings as required. 

· To process weekly Local Authority communications and email messages. 

· To be the admin support for the Cluster group, involving  circulating minutes, arranging agendas, organising the dates for the groups meetings for the year, booking rooms and taking minutes at the HT Cluster meetings.
· To arrange parents’ evenings either as  a virtual or in person event, emailing instructions to parents & send reminders. Confirm with teachers.
· To handle telephone complaints, being the first point of contact and  referring to appropriate staff where required.

· To ensure that parental complaints are logged and dealt with effectively. 

· To deal with visitors to the college, i.e. parents or members of the public.

· To contribute towards external inspection processes such as Ofsted by preparing documents in readiness for an inspection. 

· To maintain the college’s emergency procedures in conjunction with the Business manager and ensure that SLT are aware of their responsibilities in this respect. 

·  In the event of an emergency closure, to work with other staff to notify parents and the Local Authority of relevant information. 




	
	

	College Calendar
	· To input all entries to the annual college calendar in conjunction with HT & SLT, including liaison with relevant staff across the college who make calendar requests.

· To present calendar amendments from staff during the year at weekly SLT diary meetings and once approved, ensure that these are added to the main electronic calendar, the Headteacher’s diary and that staff are aware of changes via the staff circular. 

· To liaise with the Finance Office on any calendar issues relating to trips. 

· To ensure that the main calendar items are updated on the website and that parents are issued with relevant calendar information. 

· To liaise with other schools on site over calendar entries and clashes of events. 



	Other Duties: 

	· To ensure that all school and county child protection policies and data protection are adhered to and concerns are raised in accordance with these policies and that all staff are aware of the relevant policies as appropriate.
· To be the point of contact if necessary,and liaise with Student Transport provision as needed.
· To work with the Business Manager and Site Manager helping with half termly Health and Safety reviews.

· Work with the Welfare team arranging student vaccinations as required.


	Other Specific Duties:

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.



	The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Date: May 24
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