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Shoeburyness High School
A member of SECAT
Job Description
Post Title: Personal Assistant to Headteacher
Grade: Level 7 SCP 21-27
Hours: 37 hours per week
Reporting to: The Headteacher
Liaison With:
SHS Leadership team and whole staff, SECAT CEO and her personal assistant, SECAT Headteachers, SECAT central team, Academy Committee members, visitors, external agencies, Southend-On-Sea Local Authority staff and parents.
Key Role
Assist the Headteacher in core school administration activities

Main Duties and Responsibilities

· Act as the first point of contact within the school for staff, governors, parents and others seeking contact with the Headteacher

· To provide confidential and administrative support to the Headteacher.

· To assist the Headteacher in organising their administrative workload recommending items to be dealt with in order of priority. Ensure that the Headteacher responds to particular approaches within timescales identified in any agreed priority list

· Maintain the diary of the Headteacher, arranging appointments as appropriate and ensuring they are adequately briefed on matters to be discussed.

· Assemble and prepare papers required by the Headteacher to attend meetings, prepare reports, or reply to requests for information.

· To liaise with other staff to ensure the efficient processing of the Headteacher’s work

· Monitor post and emails ---answering routine letters/ emails on behalf of the Headteacher
· To receive visitors for the Headteacher and to ensure that appropriate arrangements are in hand (including hospitality) for the visitors and meetings
· Draft reports for the Headteacher as required and prepare communications

· Collate information for and prepare the school’s weekly staff bulletin and monthly parent newsletter

· Line manage front office staff 

· Provide confidential administrative support for the Deputy Headteachers and coordinate calendars with that of the Headteacher

· Provide secretarial service to members of the Leadership Team on confidential matters as required.
· Act as the point of contact with the SECAT central team and the SHS Academy Committee clerk.
· Ensure that the school website is kept up to date and compliant including governance records.
· Minute meetings as required.
· Keep central records of all Academy Committee meetings.
General
· Participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· Be responsible for safeguarding and promoting the welfare of children and young persons.
· Support, uphold and contribute to the development of the school’s equal rights policies and practices in respect of both employment issues and the delivery of services.
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.

This job description may be amended at any time in consultation with the postholder. 
Last review date: [date when this document was last reviewed]
Next review date: [date when this document will next be reviewed]
Headteacher/line manager’s signature:
_______________________________________

Date: 





_______________________________________


Postholder’s signature:


_______________________________________

Date: 





_______________________________________
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