	
                                          JOB DESCRIPTION               201                                

	SCHOOL:

Generic

	Is this description a generic JD?  

Yes

	GRADE:            


	JEM Reference No:  01-213

Enhanced DBS Required?   Yes      No

	JOB TITLE:  PA/Secretary to Headteacher (without staff supervision)



	Reports to:
Headteacher



	
	PURPOSE OF JOB:

To act as personal assistant to the Headteacher and contribute to the smooth running of the school’s management and administrative functions. 


	2
	MAIN RESPONSIBILITIES, TASKS & DUTIES



	
	
	To provide routine secretarial and administrative support, including managing the head’s diary, telephone messages, email and post, word processing and reprographic work. 

To act as point of contact/referral between the head and parents in dealing with student or critical school issues. 

To assist the head in the compilation and production of such reports and records as may be required by the governors, Local Authority or DfES.

To be responsible for the administration of school admissions and exclusions in the main school, involving all parental enquiries, making arrangements for testing as necessary, compiling reports for internal use and for external agencies.

To work closely with the Local Authority in implementing the coordinated admissions scheme, ensuring that school policies are published for consultation and utilising the county web site to share and transfer information effectively.

To be responsible for the administration of all parental appeals including the setting up of appeal panels and communicating with parents.

To ensure that student records are fully maintained including records of admissions and leavers.

To maintain an accurate and up to date record of pupils on roll.

To be responsible for the administration of all teaching and support staff appointments, maintain staff records and ensure that all necessary security checks have been carried out.

To inform the Finance Office of any changes in staffing as authorised by the head and including details of any resignations.

To maintain records of staff absence.

To keep the school website and prospectuses up to date. 

To oversee systems for opening and distributing incoming mail and for recording and sending outgoing mail.

Carry out routine telephone/reception duties and relaying messages as necessary.

Co-ordination and management for the secretarial and administrative support for the Clerk to the Governors.
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	MANAGEMENT OF PEOPLE

None

SUPERVISION OF PEOPLE

None
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	CREATIVITY AND INNOVATION

Work is carried out within a broad range of procedures and policies.  Innovation may be used for example in identifying more effective ways in providing management information.
The postholder will be required to use creativity when development the PR and Marketing development of the school
Creativity and Innovation will be required when responding to issues/problems occasioned by the duties detailed above, the ability to recognise and react in a timely manner is essential
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	CONTACTS AND RELATIONSHIPS  
Day to day contact with Headteacher, 
Regular contact with the Leadership Team, Governors, Staff in respect of management information.
Regular contact with staff and pupils on day-to-day issues.

Day to day contact with external bodies, suppliers and agencies.
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	DECISIONS

	
	a) Discretion 
Decisions are made in line with established alternatives and in consultation with the Headteacher or independently during holiday periods when he is not available. 

 Decision making authority over administration issues


	
	b) Consequences

Impact on school which is likely to be quickly identified and remedied
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	RESOURCES  
Office equipment for example personal computer.
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	WORK ENVIRONMENT

	
	a) Work Demands 

Impact of deadlines and changing and conflicting priorities


	
	b) Physical Demands 

The postholder may spend prolonged periods of time sitting at a computer. Some lifting may be required although this would not be a regular occurrence 


	
	c) Working Conditions 
General office environment.  Well lit and well ventilated conditions.



	
	d) Work Context

Contact with parents, students, staff and external agencies where good judgement and professionalism is paramount.  The post holder may experience some limited exposure to verbal aggression from parents.
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	KNOWLEDGE AND SKILLS 
The postholder must be an experienced administrator with a minimum of 3 to 5 years 
Good communication and IT skills are an essential part of the role particularly using Microsoft packages
The ability to think creatively and strategically are an essential part of the role

Excellent written and verbal communication skills.
An excellent working knowledge of administrative and personnel systems and procedures are essential. 
Ability to work with and relate well to a wide variety of people from different backgrounds.

Ability to demonstrate and use initiative and foresight.

Able to handle sensitive and confidential information with complete discretion.

Able to present appropriate image of the school to external parties.



	Job Evaluation – This job description has been compiled to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.

	Other Duties – The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.

	Equal Opportunities – The postholder is required to carry out the duties in accordance with the County Council Equal Opportunities policies.

	Health and Safety - The postholder is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.

	Safeguarding -. All employees need to be aware of the possible abuse of children and vulnerable adults and if you are concerned you need to follow the Lincolnshire County Council Safeguarding Policy. In addition employees working with children and vulnerable adults have a responsibility to safeguard and promote the welfare of children and vulnerable adults during the course of their work.

	
	Name:
	Signature:
	Date:

	Job Description written by: [Manager]
	……………………………
	……………………………
	……………………………

	Job Description agreed by:

[Postholder]
	……………………………
	……………………………
	……………………………

	Note: Qualifications and Experience headings are included in the Person Specification.


