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Mossley Hollins High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Job Description – Personal Assistant to the Headteacher/Executive Headteacher


	

	Post -


Personal Assistant to the Headteacher/Executive Headteacher 
Scale -


Grade F (Point 24 – 28)
Hours -

36 hours (full year)




	

	Main Purposes of the Job 

The effective management of -  

1. The schedule and daily operations of the Headteacher & Executive Headteacher & Pupil Development Deputy Headteacher.
2. Key strategic events with the above-named.
3. High level confidential and administrative support to the Headteacher, Executive Headteacher, Governing Body and key school visitors.
4. Providing legal and procedural advice and guidance to the Governing Body, as Clerk to the Governing Body.
5. Communications with key strategic partners.


	

	Section A - Summary of Responsibilities, Personal Duties:
1. Schedule and Daily Operations

· Lead and manage scheduling and daily operational issues for the Headteacher, Executive Headteacher and Pupil Development Deputy Headteacher.
· Remain conversant with the Headteacher’s & Executive Headteacher’s workload on an on-going basis, managing diaries to ensure that appointments are prioritised appropriately resulting in efficient time management.  Liaison with relevant staff to avoid potential clashes, using initiative to re-prioritise changing commitments, taking immediate action to ensure critical issues are immediately referred to the appropriate personnel. 

· Be the interface between external and internal stakeholders for the Executive Leaders Group, using discretion to screen telephone calls, enquiries and requests.
· Make travel arrangements for the Executive Leader Group and arrange hospitality for their visitors, directly supervising the deployment of the Hospitality Assistant.
· Assemble and prepare papers for Senior Leader meetings, prepare reports, or reply to requests for information.

2. Key Strategic Events

· Support the school’s major strategic events at senior level to include significant oversight of the following essential functions:  
· Executive Leader Group; SLT; OFSTED; LA Monitoring and Advisory; 
· Year 6 VI Form Induction; 
· School Improvement Planning; School Self-evaluation and The Quality Improvement Cycle; Community Partnerships; Parent Groups.

3. High Level Administrative Support
· Maintain the highest level of confidentiality at all times.

· Organise own workload and prioritise on a daily basis using own initiative and knowledge of the work, with minimum direct supervision from the Headteacher.

· Mediate for the Headteacher, Executive Headteacher and Deputies.
· Handle the administrative and legal aspects of complaints on behalf of the Headteacher & Executive Headteacher.

· Provide administrative support at Senior Leader and key visitor level.

· Senior Leadership Meetings - produce and distribute the agendas & attachments, minute take at each meeting, producing minutes and action points in a timely manner.
· Produce a wide range of detailed, complex or specialist documents to high standards of accuracy within tight timescales ensuring that the needs of the wider leadership team are met.
· Manage pupil exclusions, reports, isolation and disciplinary procedures ensuring that statutory guidelines are met.

· Oversight, collation, editing, proof-reading, production & distribution of the school’s Weekly Bulletin.
· Proof-reading and distribution of the School’s Weekly Newsflash.
· Produce the annual Staff Handbook and ensure it is kept up to date, working to the Headteacher.

· Produce the school calendar and update throughout the academic year and communicate it to stakeholders.
· Assist the Headteacher and Executive in the production of the Headteacher’s and the Executive Headteacher’s Report to Governors.

· Ensure that the school has all the statutory policies in place and that these are centralised, current and relevant, ensuring that they are ratified and amended as appropriate annually by the Governing Body.
· Produce and issue briefing notes.

· Manage the Conference Room and Teaching & Learning Suite bookings.

· Maintain the Headteacher’s and Executive Headteacher’s filing systems.

· Provide administrative support to the Senior Leader (People) on H.R. related issues as required.

· Cover for absent administration team colleagues as necessary.

· Provide P.A. and administrative support during the school holidays, except during annual leave.

4. Clerk to the Governing Body


· Provide legal and procedural advice to the Governing Body in the statutory exercises of its duties.
· Attend and clerk all Governing Body meetings.
· Maintain detailed awareness of education law and its implications for schools.
· Ensuring policies and procedures are up to date and reflect best practice.
· Attend all Clerk training events.
· Articulate and disseminate key knowledge and understanding to the group.


5. Communications with Key Strategic Partners 

· Play a key role in forming and developing links with strategic partners. 
· Ensuring effective communications are maintained with external agencies. 

· Support the Executive Headteacher by ensuring effective communications and systems are established with Droylsden Academy & MCSP.
· Liaise with the P.A. at Droylsden Academy. 


	

	Other Duties
· Contribute to community liaison with the Headteacher.

· Attend and support school events, i.e. Awards Evenings and Open Evening.



	

	Health and Safety

The person appointed must at all times work within the requirement of the Health and Safety at Work Act 1974, current Health and Safety legislation and the School’s and LEA’s policies and procedures.



	

	The job description may be reviewed at the end of each academic year or earlier if necessary.  In addition, it may be amended at any time in consultation with the post holder.  




MOSSLEY HOLLINS HIGH SCHOOL

PERSON SPECIFICATION

Post:
Personal Assistant to the Executive Headteacher & Headteacher

GRADE F (Point 24 – 28)


The Essential Criteria are the qualifications, experience, skills or knowledge you MUST SHOW YOU HAVE to be considered for the job.

The Desirable Criteria are used to help decide between candidates who meet ALL the Essential Criteria.

The How Identified column shows how we will obtain the necessary information about you.

If the How Identified column says the Application Form next to an Essential Criteria or a Desirable Criteria, you MUST include in your application enough information to show how you meet this criteria.  You should include examples from your paid or voluntary work.

	
	Essential/ Desirable
	How Assessed

	Qualifications & Training

GCSE Grade C or higher (or equivalent) in Maths & English.

	E
	Application Form & Interview

	Educated to Degree Level.


	D
	AF & I

	Evidence of continuous professional development.


	E
	AF & I

	Possess the Governor Clerks’ Development Programme Qualification – National College for Teaching and Leadership or willingness to undertake this professional training.


	D
	AF & I

	Experience

Experience of providing confidential and strategic administration support to a Headteacher & Senior Leader Team (or equivalent comparable experience).
	E
	AF & I

	Experience of leading effective communication at a strategic level across the whole school (or similar comparable environment/context).


	E
	AF & I

	Previous experience of working in a school environment (or similar).


	D
	AF & I

	Experience of using the SIMS (Schools Information Management System).


	D
	AF & I

	Able to demonstrate the capacity to work effectively and efficiently with a range of people at a professional level.

	E
	AF & I

	Able to demonstrate the experience of dealing tactfully and sensitively in difficult/confrontational situations.


	E
	AF & I

	Can demonstrate high standards of professional performance in current role or former role.

	E
	AF & I

	Has experience of working in a busy environment, working to deadlines.
	E
	AF & I

	Skills

Excellent ICT skills, including Microsoft Word, Excel, Power Point, Outlook.
	E
	AF & I

	Excellent communication, advisory, persuasive and caring skills (both written and verbal).

	E
	AF & I

	Ability to clerk meetings, i.e. create agendas, minute take and produce meeting reports and action points.

	E
	AF & I

	Highly effective organisational skills with the ability to multi-task, work under pressure and meet tight deadlines.

	E
	AF & I

	Ability to prioritise own workload and work independently, demonstrating initiative, responding quickly to unanticipated problems and situations.

	E
	AF & I

	Ability to work to a high degree of accuracy.


	E
	AF & I

	Ability to manage projects from inception to completion, meeting deadlines.

	E
	AF & I

	Ability to develop and maintain efficient record keeping, providing accurate records and reports as required.
	E
	AF & I

	Knowledge & Understanding of


The education system, in particular the secondary school sector.

	D
	AF & I

	Statutory school policies.
	D
	AF & I

	Governance legislation and governance procedural matters.
	D
	AF & I

	Procedures and legislation relating to confidentially.

	E
	AF & I

	Personal Qualities


Possess enthusiasm, commitment and have a pro-active, flexible approach.

	E
	AF & I

	Possess enthusiasm for creating an environment where young people can achieve and develop.


	E
	AF & I

	Commitment to exceptionally high standards of customer service.


	E
	AF & I

	Demonstrate personal impact and presence, underpinned by high expectations.


	E
	AF & I

	
Possess an excellent record of punctuality, attendance, reliability and integrity.

	E
	AF & I

	Ability to work discreetly and maintain confidentiality at all times.

	E
	AF & I

	Commitment to own continuing professional development.

	E
	AF & I

	Willingness to be involved in the wider-life of the school community.

	E
	AF & I

	Willingness to attend meetings before and after school hours.

	E
	AF & I

	Willingness to attend the occasional school event, i.e. awards evenings, open evenings etc.

	E
	AF & I


