[image: image1.jpg]Sutherland House School






[image: image1.jpg]

Job title:

Head Teacher PA 

 

Location:

Sutherland House School 

  

Reporting To:
Head Teacher 

 

Purpose of the Post:

To provide a highly professional, confidential and proactive personal assistant service to the Head Teacher of Sutherland House School. To support the effective leadership and management of the school through the provision of high-quality administrative, organisational and communication support, ensuring the efficient operation of the Head Teacher's office and associated school functions.

Duties and Responsibilities:

· To provide a comprehensive and confidential administration service to the Head Teacher across the full range of their responsibilities.

· To maintain and manage the Head Teacher's diary, appointments, meetings, correspondence, filing systems and associated records.

· To support the Head Teacher and Senior Leadership Team in the implementation of school improvement priorities, projects and strategic initiatives.

· To prepare and draft reports, presentations, spreadsheets, correspondence, meeting papers and other documentation as requested by the Head Teacher.

· To act as a professional point of contact for parents, carers, staff, governors, external professionals and partner agencies, responding to enquiries in a timely and professional manner.

· To facilitate meetings and ensure actions arising are recorded and followed up appropriately.

· To coordinate Senior Leadership Team meetings and provide administrative support as required.

· To support governance processes including the preparation and circulation of agendas, reports, minutes and supporting papers for governor meetings where required, working collaboratively with the CEO's PA.

· To respond to governor and stakeholder enquiries in a professional and timely manner, both verbally and in writing.

· To maintain accurate records relating to governance activity and ensure documentation is retained in accordance with organisational procedures.

· To coordinate and maintain the school's complaints processes, ensuring records are accurate, confidential and managed in accordance with policy and required timescales.

· To support HR administration processes including recruitment administration, interview arrangements, personnel record management, training records and compliance documentation.

· To work collaboratively with the Senior Administrator and wider administrative team to ensure the efficient operation of school administrative systems and processes.

· To maintain and continuously update relevant databases, distribution lists and electronic record systems.

· To support the preparation and collation of information required for inspections, audits, quality assurance activities and organisational reporting.

· To handle highly confidential information with discretion and in accordance with GDPR and organisational policies.

· To liaise positively and professionally with colleagues, parents, carers, visitors and external agencies.

· To be professional, approachable and courteous at all times.

· To undertake any other duties commensurate with the responsibilities and grade of the post.

Equal Opportunities Statement
Autism East Midlands has a strong commitment to working towards the achievement of equality and opportunity in both service delivery and employment. Autism East Midlands’s mission statement and strategic objectives directly support these aims. All employees are required to actively support and implement Autism East Midlands’s Equal Opportunities Policies.
The post holder will be required to undertake such duties as may reasonably be expected. All members of staff are expected to be professional, co-operative and flexible within the needs of the post, the department and the Organisation.
	PERSON SPECIFICATION – Head Teacher PA

	Personal Skills / Characteristics


	Criteria 
	Method of Assessing

	1. Experience

Proven experience in a similar role 

Previous experience of working in a confidential environment/ dealing with confidential material

Ability to work with attention to detail: record keeping, data input, report writing

Able to research on a variety of issues and collate information

Experience of supporting wide ranging /high profile projects and programmes

Experience of complaint handling

Experience of organising large meetings/seminars/conferences


	E

E

E

E

D
D
D
	Application Form/ Interview

	
	
	

	2. Qualifications and Training

Educated to at least NVQ level 4
Business Administration qualification


	E

D


	Application form/certificates

	
	
	

	3. Special Skills and Knowledge

Experience of minute taking, organising meetings, managing outlook diaries, organising travel. 
Experience of dealing with people.

Working knowledge of Microsoft Word/Excel/Outlook/Power Point

Project coordination 

	E

E

E

D
	Application / Interview

	4. Personal Qualities
Good organisational skills, ability to prioritise and manage time effectively to meet deadlines
Ability to work on own initiative with minimal supervision, and also a team member

Good communication skills including dealing with enquiries/complaints from the public, from within the organisation and the private sector
Ability to communicate well, both verbally and in writing, to people at all levels and external organisations
Able to deal with other people in a respectful and positive manner at all times
	E

E

E

E

E
	

	
	
	

	
	
	


D = Desirable

E = Essential

The postholder will be required to undergo and obtain a satisfactory Enhanced Disclosure and Barring Services check. 
Disability Discrimination Act 1995

The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made. If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the short listing stage.

Short listing will solely be from the completed application form only, against the criteria marked “S”, therefore you must ensure these areas have been demonstrated on the application form. It is not sufficient to state, for example, “I have knowledge of domestic skills”. Please refere to ‘Guidance Notes – Employment Application Form’.

SHORT LISTING PANEL:

	KEY:
	AF = Application Form
	CQ = Qualification Certificate
	I = Interview
	S = Short listing

	1.
	
	2.
	
	3.
	
	Interview Offered: YES ( NO   (



October 2014
December 2013
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