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	Job Description: 

Personal Assistant to Assistant Headteachers
                             
                  Updated: July 2016


	Postholder reports to:
Learning Support Services Manager 

Purpose of Job:
· To provide administrative support to the Assistant Headteachers, enabling the efficient running of the school, and assisting them in managing effectively the varied demands on their time.
· To support and ensure that the confidentiality of the Assistant Headteachers work is uncompromised, showing discretion and sensitivity in all tasks, calls, correspondence and personal contacts
· To ensure that all communication is presented in a professional manner, and avoiding errors which would reflect poorly on the school

· To attend and support at all events that fall under the remit of the Assistant Headteachers.
Responsible for:
No line management responsibility
Hours of work: 
36 hours per week, term time only 


Main duties and responsibilities
· To be responsible for confidential secretarial, administration and clerical duties relating to all aspects of the Assistant Headteachers work including management of diary, correspondence, filing, maintaining records etc. 

· To assist the Assistant Headteachers In organising their administrative workload, recommending items to be dealt with in order of priority.

· To be the first point of contact within the school for staff, Governors, parents and others seeking contact with the Assistant Headteachers.
· To deal with messages and reply to all correspondence under the direction of the Assistant Headteachers, use initiative and deal with matters promptly.
· After discussion, to draft, as appropriate, outgoing correspondence and school documents that are the direct responsibility of the Assistant Headteachers.

· Be responsible for all the Assistant Headteachers administrative filing.
· When necessary to make travel arrangements for the Assistant Headteachers and to provide care for their visitors, including the provision of refreshments.

· Be responsible for organising and assembling a wide range of meetings as directed by the Assistant Headteachers, ensuring that agendas are set and preparing papers required in advance to the meetings. Taking and distributing minutes as required and taking responsibility for any actions on behalf of the Assistant Headteachers.
· To ensure that matters arising from meetings are dealt with by the appropriate people within agreed timescales.

· To oversee and provide full administrative support for events that fall under the direction the Assistant Headteachers, ensuring they are briefed at all stages.  Attend all events, providing support and overseeing the event along the Assistant Headteacher.  

· To use relevant IT office packages proficiently to carry out duties, undertaking relevant training as required.
· To handle all confidential correspondence with discretion.

· To undertake such other reasonable duties as may be required within the school.

Additional duties
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To contribute to the ethos and development of the Language College status.

· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in necessary training and staff development.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
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