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JOB DESCRIPTION
Job Title:

Personal Assistant to Senior Leadership Team

Grade/Salary Scale:
Grade 5, Scale points 9-11
Actual Salary:

£28,153 - £29,071 gross p/a (£22,296 - £23,023 pro rata)
Contract:

33 hours per week, term time + 5 days (39 weeks)
Reports to:   

School Business Director  
Job Purpose

To provide organised, confidential administrative and diary support to the Deputy Headteachers, alongside administrative support for the wider Senior Leadership Team to ensure the successful and effective operation of the school.  
Tasks may include:

· Provide high level administrative support to the Deputy Headteachers, including preparing presentations, reports and other documents; collating and analysing data; proofreading; and producing charts and graphs
· Provide administrative support for Assistant Headteachers as directed 
· Plan and organise key school events, including but not limited to Freshers Fair, Open Evenings and Parents Evenings. 

· Provide administrative support for the school’s Personal Development programme 
· Support the administration of school trips, including correspondence with parents, staff and external providers, and coordinating associated arrangements.
· Draft correspondence on behalf of the Deputy Headteachers and produce accurate, professional written work.

· Manage complex correspondence, including incoming communications and consistently organise all related arrangements and requirements to exact specification
· Schedule meetings/events, prepare and distribute agendas/paperwork and take minutes of meetings as required.

· Manage the Head of School and Assistant Headteacher’s diary and appointments and liaise with both regarding events of the day, following up resultant actions. 
· Manage the Deputy Headteachers’ diaries and appointments, keeping them informed of commitments and key deadlines.
· Organise and maintain electronic and paper records.
· Provide administrative HR support as directed by the School Business Director including DBS checks, filing, absence monitoring and recording, recruitment/interview arrangements.
· Provide reception support when required
General:
· Promote the Trust’s core values and uphold its vision, ethos and high standards.

· Responsibility for budgets associated with the operational running of the school, as directed by the Headteacher.

· Maintain confidentiality at all times in respect of school related matters and prevent disclosure of confidential, sensitive information in line with data protection legislation.

· Undertake any other duties commensurate with the level of the post, as required from time to time.

Other duties: Undertake such duties and perform other tasks commensurate with the post as reasonably requested by the Headteacher.
It may be necessary to adjust these duties as the shared roles continue to develop and evolve and this will be undertaken in discussion with the postholder.
	Person Specification


	Category
	Essential
	Desirable

	Qualifications
	· Educated to GCSE Grade C or equivalent in English and Mathematics.
· Other training / qualifications relevant to post.
	· A Levels or equivalent

	Experience
	· Experience of working in an administrative role supporting management.
· Knowledge of administrative processes, procedures and office equipment.

· Experience of project or event management.

· Working knowledge of relevant policies, codes of practice and legislation within the education sector 

· Experience and proven ability to use a variety of IT applications, in particular Microsoft Office, and a willingness to learn new IT systems.

· An understanding and commitment to equal opportunities within the workplace. 


	· Experience of working in an education environment.

· Understanding of education policies and procedures.

· Experience of school based systems, such as SIMS.

· Understanding of HR legislation and issues.



	Skills
	· Excellent literacy and numeracy skills.

· Ability to establish and sustain professional relationships.

· Ability to communicate effectively in a variety of situations.

· Discrete and sympathetic when dealing with sensitive and confidential matters.

· Strong organisational ability and attention to detail.
· Ability to prioritise and balance a variety of tasks..

· Ability to work on own initiative and make decisions.

· Ability to work creatively and promote creativity within teams.
	· Evidence of effective partnership working.

· Successful use of ICT to enhance learning.


	Personal Attributes
	· Commitment to living out the school values of Positivity, Ambition, Resilience and Thoughtfulness.
· A good team player with a sense of humour.
· Ability to work autonomously in line with the school vision.
· Evidence of a personal and powerful commitment to continuous improvement and raising standards.

· Ability to take initiative, lead, motivate, inspire and support others to achieve excellence.

· A commitment to safeguarding and promoting the physical and emotional health and well-being of young people.

· Flexibility and adaptability.

· Effective time management.

· Energy, resilience, and the ability to perform well under pressure.

· Commitment to inclusive education.
	


General Information

The Birkenhead Park School has a commitment to safeguarding and promoting the welfare of students and expects all staff and volunteers to share this commitment.  If you are invited for interview, your suitability to work with children will be explored as well as your suitability for the post.

All posts are subject to Enhanced Disclosure Clearance through the Disclosure and Barring Service.

The School is an Equal Opportunities employer and all members of the School have a personal responsibility to implement the policy, to carry out their responsibilities in accordance with it and to maintain an equality of opportunity for all.  

The Governors and staff of the School take their duties under the Equality Act 2010 very seriously.  They will ensure that all reasonable adjustments are made to ensure that disabled people are treated fairly and that they are not placed at any substantial disadvantage.  The School is committed to interview all applicants with a disability who meet the minimum criteria for the post and to consider them on their abilities.

Reference Checking
On the application form, you are asked to provide details of two employment referees (preferably your line manager from your current and previous or most recent employer/s), who can comment on your suitability for the post.    References from relatives or individuals writing in the capacity of friends will not be accepted.

The School will seek references on short-listed applicants before interview, and will approach previous employers for information to verify suitability for the post, dates of employment, particular experience or qualifications, punctuality history and details of any disciplinary offences.

In addition, if you are currently working with children or young people, on either a paid or voluntary basis, your current employer will be asked about your suitability to work with children and any disciplinary offences relating to children or young people.  This will include any offences for which the penalty is time expired (that is where a warning could no longer be taken into account in any new disciplinary hearing for example) and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedures.  If you are not currently working with children but have done so in the past, that previous employer will be asked about those issues.

Please note providing false information is an offence and could result in your application being rejected, or dismissal without notice if you have been appointed and possible referral to the police.
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