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	Job Description: 

PA/Administrator 
Scale:
5


          

                                                             Updated:  January 2019



	Postholder reports to:
Senior Leader Operations

Purpose of Job:
· To assist in the provision of high quality administrative services to the school.
· To maintain high standards of professional behaviour and presentation to reflect the expectations made of our students.
· Any other duties as directed 

Responsible for:

No line management responsibility.

Hours of work: 15 hours per week, term time only



Key tasks and accountabilities
· To provide administrative support as directed to the Deputy Headteachers within the school.

· To deal with general day to day queries from staff, student and other visitors

· To provide HR support as required to Senior Leader HR 
· To take responsibility for arranging, welcoming and overseeing any visitors to the school on behalf of Deputy Headteachers

· To provide support, assistance and attend events that Deputy Heads are responsible for

· To take clear and comprehensive minutes of meetings as required.
· To assist with diary management for Deputy Headteachers.

· To provide reception cover as required

· To create and share documents using google drive

· To be flexible in attending evening events such as International Women’s Day, Parent Workshops etc as required

· To present a professional image at all times.

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.

	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:


	


slt/sjacobs/restructures/operationaljds
Page 1

