BURY  COUNCIL
JOB DESCRIPTION
	Post Title: PA TO EXECUTIVE HEADTEACHER 

	Department: DEPARTMENT FOR CHILDREN, YOUNG PEOPLE & CULTURE
	Establishment/Post No:



	Division/Section: N/A
	Post Grade: 7 (Subject to pay and grading review)

	Location: ELMS BANK
	Post Hours: 37 hours per week (8.00am 4pm Mon – Thurs and 8.00am – 3.30pm Friday), term time only plus 10 days in accordance with the needs of the school. 

	Special Conditions of Service: 
Annual leave to be taken in school closure periods.  
Attendance at evening meetings will be required.  
Be prepared to offer flexibility in hours.  

	Purpose and Objectives of the Post: 
To provide a confidential / administrative support service to the Executive Headteacher and the Head of School. To support other Senior Managers when required.  
To be responsible for developing individual projects under the direction of the Executive Headteacher.

To demonstrate the highest standards when dealing with situations and individuals. 

To carry out duties in a professional manner and in accordance with the school’s policies under the direction of the Executive Headteacher. 

To assist the work of the HR and Events Administrator under the direction of the Assistant School Business Manager.

To act as Clerk to Governors for Subcommittee meetings.

	Accountable to: Executive Headteacher and School Business Manager 

	Immediately Responsible to: Assistant School Business Manager

	Immediately Responsible for: N/A

	Relationships: (Internal and External)

Executive Headteacher, Head of School, teachers, support staff, parents, pupils, LEA Officers and other outside agencies. 

	Control of Resources:

Office equipment – photocopier, computer, fax, scanner, materials and general office supplies. 

	Duties/Responsibilities:
Key Duties
· To support the Executive Headteacher in the smooth execution of their diary of events and organisation for meeting deadlines, liaising with other members of staff/outside agencies as required. 
· To organise and prepare for the Executive Headteacher’s meetings, book courses, arrange travel and book accommodation.  

· To be responsible for monitoring the Executive Headteacher’s incoming and outgoing correspondence.

· Manage verbal and written communications on behalf of, and in conjunction with, the Executive Headteacher. Establishing and maintaining good professional relationships.
· Ensure the highest quality presentation of documents and to organise and present information for reports in a variety of formats. These documents would include briefing papers, reports and presentations. 
· To receive the Executive Headteacher’s incoming telephone calls, responding to queries and providing general information about the Trust as appropriate. 

· To receive and welcome visitors to the Executive Headteacher in a professional manner, providing refreshments as required.  

· To provide effective clerical support for all aspects of the work of the Executive Headteacher, to include writing letters, taking dictation, minute taking and the setting up and maintenance of filing systems. 

· Undertake designated project work, as instructed by the Executive Headteacher including research, liaison and the making of recommendations. Taking responsibility in specific areas and also working alongside other senior managers to assist in project work.
School Support 
· To produce agendas and type the minutes for whole school meetings and Senior Leadership Team meetings. 

· To take minutes at Monday and Friday staff briefings. 

· To update the annual calendar.

· To maintain the complaints register and produce reports.

· To maintain the policy register ensuring that policies are reviewed and approved by the appropriate sub-committee/governing body. 

· To organise surveys and present findings, for example, The Parental Satisfaction Survey and the staff survey.
· To provide all administrative support to Governors in order for them to execute their duties and hold school leaders to account.
Marketing
· Assist in implementing the marketing strategy for the school.
· Writing and producing marketing material (brochures, flyers etc.) for the school.
· Drafting press releases in conjunction with the Executive Headteacher.

· Provide marketing administration to the school.

· To update information about the school on external websites and directories.

· To support marketing activities designed to increase the school visibility in the media.

· To manage and update school social media accounts including Facebook, Twitter and YouTube.

· To assist in the coordination of school events.

· To attract and communicate with sponsors for the Annual Awards Evening.

· To act as a research officer for projects associated with MAT development.

Responsibilities 
· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise. 

· To be committed to the principles of on-going professional development and to undertake appropriate training as required. 

· To undertake any other duties and responsibilities as reasonably required to the smooth running of the school commensurate with the salary. 

	Job Description Prepared by: 
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	ELMS BANK
PA TO CHIEF EXECUTIVE OFFICER
PERSON SPECIFICATION


	

	ASSESSMENT METHOD
	SHORTLISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application form, interview and certificates
	Holds a relevant degree qualification (minimum 2:2)

If you do not hold a degree level qualification but have significant successful experience of similar work you are able to apply
	(
	        

	Application form, interview and certificates
	A good level of educational attainment including English Language and Mathematics GCSE grades A* – C (or equivalent).
	(
	

	Application form, interview and certificate
	ECDL, or equivalent qualification  
	(
	

	Application form and interview
	Evidence of further/higher level of education
	
	(

	Application form, interview and test
	Substantial and demonstrable ability and experience of various software packages e.g. Microsoft Word, Excel, PowerPoint, Outlook, Internet and Information Technology systems. 
	(
	

	Application form, interview and test
	Extensive IT skills and the ability to demonstrate these
	(
	

	Application form and interview
	Knowledge of a school information management system i.e. SIMs
	
	(

	Application form, interview
	Excellent personal organisational skills, with the ability to remain calm under pressure in a tactful and confident manner.
	(
	

	Application form, interview
	Ability to work to tight deadlines; systematic in approach to tasks, with attention to detail in order to maintain effective administrative systems.
	(
	

	Application form, interview and test
	Possess excellent communication skills, both written and verbal to liaise with a wide range of people at all levels.
	(
	

	Application form and interview
	Previous experience of working in a school environment, dealing with members of the public.
	
	(

	ASSESSMENT METHOD
	SHORTLISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application form and interview
	Knowledge and ability to use social media to promote a complex educational organisation
	(
	

	Application form and interview 
	Evidence of a pro-active approach to planning and prioritising work, with the ability to use initiative appropriately.
	(
	

	Application form and interview
	Ability to maintain a complex work rate and to manage a range of tasks and competing priorities at a high standard.
	(
	

	Application form and interview
	Ability to work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
	(
	

	Application form and interview
	A high level of personal integrity, with proven experience of handling sensitive situations with tact and diplomacy and with complete respect for confidentiality.
	(
	

	Application form and interview
	To be efficient in minute taking
	(
	

	Application form and interview
	Adhere to the school dress code standards and appearance appropriate to the role
	(
	

	Application form and interview
	Experience of writing bids and conduct appropriate research to contribute towards bid writing.
	
	(

	Application form and interview
	Excellent time management skills with the ability to plan and prioritise own workload to meet deadlines.
	(
	

	Application form and interview
	Ability to relate well to children and adults.
	(
	

	Application form and interview
	Have the ability to identify your own training and development needs and cooperate with the means to address these needs.
	(
	


Employees of Elms Bank School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 
