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	JOB DESCRIPTION


At South Somerset Partnership School Safeguarding Children and Young People is the responsibility of every adult.
	Job Number:
	

	Service:
	PRU Schools

	Job Title:
	Personal Assistant to Senior Leadership Team

	Reports To:
	Headteacher/School Business Leader 

	Main Purpose of Job: Briefly – what is the job there for and why is it being done?  Please attach an organisation chart to show clearly, the department structure and where the job fits with this.

	To support the work of the Headteacher and Senior Leadership Team with comprehensive administrational support.

	Main Responsibilities and Duties: What needs to be done? – Describe the main responsibilities and duties required of the job.  This should include responsibilities for the support or management of clients, employees, budgets, processes and equipment.
	% of Time

	1. Works independently, setting own work programme, seeking advice from the Line Manager or secretarial/administrative colleagues as necessary.

2. Undertakes diary management on behalf of the Headteacher, including arranging internal and external meetings and appointments ensuring time is used efficiently and effectively and in line with priorities.  Ensures that the Head and SLT are aware of appointments.  Arranges hotel accommodation and travelling as necessary.

3. Arranges meetings on behalf of the Headteacher, and other members of the Senior Management Team as appropriate, often involving a wide range of internal and external attendees.

4. Obtains, prepares and arranges, as necessary, papers and information required for internal and external meetings and appointments.  Undertakes research of particular items as required, using a variety of sources to obtain information, eg files, intranet, internet, etc.

5. Manages the incoming mail (paper based and electronic), including “Strictly Confidential” items, for the Head and deals with routine correspondence/enquires and prepares responses.

6. Maintains and updates the Headteachers’ filing systems (paper based and electronic) including correspondence, Committee papers and other relevant material (including electronic document management).  Operates a “bring forward” system to ensure that issues are dealt with in a timely fashion and appropriate material is available for meetings.

7. Provides a word processing service to produce a variety of material including reports, letters, memoranda, spreadsheets, statistics, presentation materials and detailed and accurate minutes of meetings.

8. Composes a variety of correspondence, eg letters, replies, acknowledgements, confirmation of arrangements, etc.

9. Arranges for, and compiles, briefing papers and background material for meetings attended by the Headteacher.  Attends meetings as required and takes minutes/notes and any required ‘follow-up’ action.

10. Undertakes research, provides information, collates statistics, co-ordinates surveys and completes a variety of returns on behalf of the Headteacher.

11. Acts as a first point of contact for staff and others wishing to see the Headteacher.  Receives visitors attending meetings and makes the necessary hospitality arrangements.  Receives telephone calls for the Headteacher and deals with routine enquiries that do not require the attention of the Head or SLT.

12. Undertakes responsibility for the communication of information to staff of the Service through various means.  Prepares and updates information for general use, e.g. Weekly Bulletin and Newsletter

13. Oversees, if required, the work of a Clerical Assistant.

14. Provides a comprehensive PA, secretarial and administrative service and support to the SLT, as required.

15. Undertakes other duties in support of the Headteacher as required.


	

	Facts and Figures: Give facts and figures that help to give a picture of the job.  This should include any statistics relevant to the job, for example the number of clients supported, type and value of equipment, resources or premises for which the job has responsibility, size of budgets controlled or which the job has some impact on and, if appropriate, numbers of staff managed.

	The role supports the both the strategic and operational leadership of the school.  The staff body comprises approximately 45 teachers and support staff.


	SUPPORTING PROCESSES

	Problem Solving and Creativity: Give examples of the problem solving and creativity involved in the job.  This should include resolving issues over interruptions to work deadlines, priorities and changing demands.  How often do these issues occur?

	Determine own priorities in order to achieve deadlines but will normally receive guidance to resolve a high incidence of conflicting priorities.

Need to be able to operate independently and accurately a range of readily understood rules and procedures.


	Decision Making: Give examples of the types of decisions which the job has responsibilities for making, including where appropriate those relating to resources, budgets and employees. Show where there is authority of freedom to act and where there is an impact via recommendations or advice.

	

	Physical Effort and Working Conditions: Give details and the frequency of any special effort needed, including the prolonged or frequent use of IT equipment and describe any particular working conditions, other than those encountered in a normal office environment, to which the job holder is subjected eg noise, outside working, unpleasant surroundings.

	Work is normally undertaken in an office environment.

There is significant use of IT systems (email, word processing, spreadsheets, data bases and financial systems).

SSPS is a multi-sited school, the post is based in one Centre, however there may be some travel to different locations for training or meetings.

	Contacts and Relationships: Give details of the range and type of people within the Council or external organisations and including the recipients of services it is necessary to contact to carry out the responsibilities of the job.  What is the range and purpose of the contact e.g. providing information or advice, directing, monitoring, influencing, motivating.

	· Daily contact with the Headteacher and SLT to provide advice and receive instructions and to enforce the best use of their time.

· Regular contact with a range of external organisations and contacts, including representatives of regional and national organisations and Senior Leaders from other Schools, Local Authorities and members of the public.

· Handles sensitive and confidential phone calls and correspondence from service users, professionals and key partner agencies.  Assist in the preparation of appropriate responses

· Very frequent contacts with various staff across the school to give and receive information. Must be able to establish and maintain constructive and open relationship with a wide range of people, be able to persuade and influence and have a high degree of social confidence to create, maintain and enhance effective working relationships.


	Knowledge, Skills and Experience: (To be completed by the Line Manager) The minimum general education standard, qualifications, training and level of experience required by the job holder to be fully effective in the job.  Note that this information should relate to the requirements of the job and not what may be available from existing job holders.

	Will be highly computer literate, specifically word processing, spreadsheets, data bases and an understanding of the principles of good data management.  The regular use of the Outlook calendar is essential.

Excellent organisational and administrative skills.

Attention to detail and the ability to work to deadlines.

Flexibility and adaptability.

Sound written and oral communication.

Good telephone and office manner with the ability to deal with and calm difficult enquiries.

The ability to form good working relationships.

The ability to respond to set deadlines.

A sound working knowledge of office procedures.

Proven time management and organisational skills.

Proven ability to work with confidential matters.



	Agreed that the Job Description is a fair and accurate statement of the requirements of the job:

Job Holder:  ………………………………………………………….
Date: …………………

Line Manager: ………………………………………………………
Date: …………………

Designated Senior Manager: ……………………………………..
Date: …………………
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