JDQ Ref: AAAE5110

CHESHIRE EAST COUNCIL
            JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	Personal Assistant to Head Teacher/ Administration Manager (Secondary School)
	JOB REF NO
	AAAE5015


BASIC JOB PURPOSE To provide efficient and developing administrative support to the Headteacher, leadership team, governors and staff.
	NO
	MAIN RESPONSIBILITIES
	

	1
	Provide a full personal assistance service to the Headteacher (including diary, word processing, reprographics and confidential correspondence) and support to the leadership team to support them in managing the school.

	2
	Implement and monitor personnel policies and procedures and terms of employment including the maintenance of personnel records, issuing of contracts and the provision of personnel advice.

	3
	Provide a full recruitment and selection administration service for all staff appointments.

	4
	Undertake the work for Governor committees, preparing and distributing agenda and other relevant documents and distributing minutes, when required supporting Clerk to Governors

	5
	Manage a public relations role with school staff, parents, students, governors, the community and external agencies, including the compilation of rotas, co-ordination of open evenings, school closure routines, school calendar development, school prospectus updates, compilation of parents’ handbook, school tours for prospective parents etc.

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Head Teacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.


Person Specification
	Type of knowledge
	Essential
	Desirable

	Specialist knowledge and experience
	· Organisational, administrative and secretarial skills

· Good grammar, punctuation and spelling

· Customer care skills


	NVQ3 or equivalent in office administration + 3 to 5 years’ practical experience.

	ICT and admin systems and packages
	Good knowledge of Microsoft packages, Word, spreadsheets, Powerpoint, Excel and Outlook
	RSA2 or equivalent in typing or word processing and experience.


	Equipment
	Experience using general office equipment, PC, printer, photocopier, Teams etc
	


	Skill


	

	Written – need for clear, concise and accurate writing skills

Ability to summarise
	· Head teacher’s correspondence – some composed by jobholder for checking and signature

· Proof reading and collation of school documents

· Assist with contracts of employment and letters of appointment

	Oral skills – telephone and face to face – need to be tactful, diplomatic, sensitive 

Listening skills
	· To filter, redirect, respond to or put through calls to Headteacher

· To gather and impart information

· Ability to diffuse situations, remain calm & professional

· To carry out front desk/reception work

	Leadership and management skills
	· Recruitment process 

· Motivation and team building
· Discretion. Handling of confidential information

	Liaison
	· To diplomatically and sensitively give advice to governors

· To exchange information

· To work with suppliers and stakeholders

	Teamworking
	· Ability to work well with all departments across the school and contribute positively to the culture

	Time Management
	· Ability to prioritise and escalate when required


