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THE DEANES
JOB DESCRIPTION – PA TO THE HEADTEACHERS

	Job Title
	PA to the Headteachers

	Scale
	Essex Local Government Scale 8 Points 25 - 28

	Hours of Work
	30 hours per week, 5 days per week.
Term time only – 38 weeks per year plus Inset Days

	Reports to
	Executive Headteacher & Head of School

	Liaison with
	Executive Headteacher, Head of School, Staff, Visitors. External Agencies, Parents, Pupils, Trust Central Team, ECC Staff, Governors

	Responsible for
	Reception Team



Purpose of the Role

· To provide confidential support and administrative assistance to the Executive Headteacher and Head of School, carrying out a full range of secretarial and administrative duties and ensuring the efficient and effective running of the Head’s office and daily business. 
· To be responsible for the management of the Reception Team, ensuring the provision of an effective and efficient service.

Main Duties

· To provide comprehensive and confidential secretarial and personal support and assistance to the Executive Headteacher and Head of School. 
· Work with the Executive Headteacher and Head of School to prepare the weekly agendas for SLT meetings and ensure all documentation, where possible, is prepared and distributed in advance. 
· To ensure that parental and public complaints are dealt with swiftly and efficiently, in line with policies and procedures. 
· To assist in the drafting and proof reading of correspondence from the Executive Headteacher and Head of School. 
· Triage messages received via the Website Contact Form.
· To ensure that Fixed Term Suspensions are processed in line with statutory guidelines, as advised by the Executive Headteacher and Head of School. 
· To support with the preparation and process of Permanent Exclusions in line with statutory guidelines, as advised by the Executive Headteacher and Head of School.
· To co-ordinate and oversee the response of Subject Access Requests and Freedom of Information Requests.
· To assist the Executive Headteacher and Head of School in scheduling interviews for teaching vacancies including all associated administration and liaising with the HR Administrator as appropriate.
· Assist Executive Headteacher in writing references for current and past members of staff.
· To compile the weekly bulleting, ensuring that information is up to date.
· To ensure that reception staff are briefed regarding visitors and that arrangements for Executive Headteacher and Head of School meetings are well organised, including the provision of refreshments and the preparation of paperwork, etc. 
· Minute the twice weekly staff briefing and distribute notes to all staff following the meeting. 
· To prioritise incoming messages for the Executive Headteacher and Head of School and ensure they are well-informed regarding urgent matters, and/ or directing callers to the appropriate person.
· To distribute the Executive Headteacher and Head of School internal post and messages to staff and students, ensuring that urgent messages are communicated promptly. 





· To produce and maintain standardized letters/ templates for whole school staff use.
· To provide administrative support for organization of whole school events as required.
· To maintain diaries and keep records of commitments etc. to ensure the Executive Headteacher and Head of School are well prepared for meetings. 
· To schedule appointments, including co-ordinating multiple attendees.
· To accurately minute meetings and distribute accordingly.  Meetings may include those: 
· involving senior staff and Programme Leaders in addressing exam review performance; 
· involving any staff disciplinaries and restorative meetings;
· as required in the event of a parental complaint; 
· any other meetings, as advised by the Executive Headteacher and Head of School. 
· Provide first line contact for external agencies such as the DfE, Local Authority, OFSTED and to be the point of liaison for other service providers, as required.
· To liaise with Union Representatives and coordinate meetings with Executive Headteacher and Head of School.
· To take particular responsibility for dealing with complex enquiries or difficult visitors/ callers referred from Reception as appropriate.
· To liaise with PAs within the Trust and in other schools, assisting in communication with school networking partners.
· Co-ordinate Governor visits with the appropriate staff. 
· To liaise with relevant staff and the press regarding school press releases and respond to press enquiries as required. 
· Manage content of the school’s website.
· To organise photographs for press articles and/or provide photographic support where required. 
· To assist in the provision of information to external agencies. 
· To liaise with parents, staff, external agencies, etc. on behalf of the Executive Headteacher and Head of School, as required. 
· To maintain and organise the Executive Headteacher and Head of School’s files and other records/paperwork and to assist in locating and reviewing confidential student files where required.
· To represent the school in a professional manner when communicating and liaising with people both outside and inside the working environment.
· Other administrative duties, as required by the Executive Headteacher and Head of School.

Line Management Duties

· To be responsible for the line management of the Reception Team.
· To have overall responsibility for all work undertaken by the Reception Team and to allocate and monitor workloads.
· To be responsible for identifying and allocation of new tasks for the Reception Team including any appropriate training.
· To ensure adequate cover during any Reception staff absence.
· To cover Reception staff during breaks if required.

General Duties

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager
· To comply with individual responsibilities in accordance with the role, for health and safety in the workplace
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy





The Local Governing Board is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

The duties above are neither exclusive or exhaustive and the post holder may be required by the Executive Headteacher and Head of School to carry out appropriate duties within the context of the job, skills and grade.


PERSON SPECIFICATION

	
	Essential
	Desirable

	                                                            Knowledge/Qualifications

	GCSE Maths & English Grade 5/ C and above
	*
	

	Educated to A Level/ Degree Level 
	
	*

	Secretarial / administrative qualification 
	
	*

	                                                                   Experience
	
	

	Experience of administrative work in a busy environment
	*
	

	Experience of administrative work in a school environment
	
	*

	Experience of using the Sims database
	
	*

	Experience of working with children
	
	*

	                                                                       Skills & Behaviours
	
	

	Organisational and time management skills
	*
	

	Good oral and written communication skills
	*
	

	Proficient in Microsoft Office/ Microsoft 365 applications
	*
	

	Able to work under pressure and remain calm within unpredictable situations
	*
	

	Ability to deal with conflicting demands and interruptions.
	*
	

	An understanding of how to handle sensitive information of confidential nature. 
	*
	

	Attention to detail/ accuracy
	*
	

	Self motivated and takes initiative
	*
	

	Work in ways that promote equality of opportunity, participation, diversity and responsibility
	*
	

	A commitment to abide by and promote The Deanes Equal Opportunities, Health and Safety and Child Protection Policies
	*
	

	A commitment to the ethos and values of The Deanes 
	*
	

	To display a responsible and co-operative attitude to working towards the achievement of The Deanes aims and objectives
	*
	

	The post holder will require an enhanced DBS
	*
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