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Wellfield School

Job Description

Personal Assistant to Headteacher (N6566)

Name:  



 
Responsible to and mentored by:
  Headteacher
Person Specification for all staff at Wellfield

We want all staff at Wellfield to:

· Be committed to raising standards and continuous improvement

· Relate well to our students

· Put student needs first

· Be self-starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

OVERALL RESPONSIBILITY

To provide a confidential secretarial service to the Headteacher in all aspects of the work to include management of diary and carrying out administrative duties.  To provide a comprehensive, professional and confidential Human Resource service to the school.  
DUTIES

Administrative

· Lead on all matters relating to HR;

· Supporting the Headteacher and Leadership Group in collating and analysing performance and other data;

· Dealing with all the Headteacher’s in-coming telephone calls;

· Opening, distributing and responding to the Headteacher’s mail as directed; 

· Manage the Headteacher’s diary, including scheduling of appointments and meetings, exercising judgement to priorities and deal with conflicting demands;

· Produce daily staff bulletin;

· Meeting and greeting visitors to the school;

· Liaise with external agencies on behalf of the Headteacher;

· Minute taking at a variety of meetings, some out of normal school hours;

· Filing correspondence and records related to personnel issues:

· Ensuring school policies are kept up to date, accessible to staff/parents and assisting the Headteacher in preparing policies for review by Governors;
· Completing School Workforce Census;

· Ensuring the Personnel database is up to date;

· Maintaining the Single Central Record; 

· Booking courses, accommodation, transport for staff attending training;

· Organisation of venues for training sessions/CPD/school events;

· Provide administrative support to the Governing Body;

· Providing advice and guidance on admin/HR issues to the Senior Leadership Team;

· Responsible for completion and submission for forms, returns, etc, including those to outside agencies;

· Ensuring the online staff calendar and website calendar is up to date

· Production of the Staff Handbook ‘What Staff Need to Know’.
Personnel

· Liaising with members of the Leadership Group;

· Liaising with Governors;

· Working with the Headteacher in the recruitment and appointment of staff as and when required, including organisation of the interview process; 

· DBS and qualification checks for new staff in line with School Policy;

· Working with the Headteacher in overseeing and managing staff absences;

· Updating job descriptions as and when necessary;

· Conducting return to work interviews for Support Staff;

· Conducting Sickness Absence Reviews for Support Staff;

· Completing weekly sickness absence return to the Local Authority;

· Maintaining absence records to enable accurate reporting;

· Monitoring of holidays for whole time working staff.

· Liaising with the School Business Manager in presenting reports as and when required for Governors’ Meetings;

· Provision of annual staff salary statements following the Pay Review Committee;

· Maintaining effective communication for all personnel related information between school and LA as required (i.e. salary adjustments, contractual adjustments, new starter and leaver information etc.).

· Update LA following Pay Review meeting and complete resulting paperwork.

Office Manager

· To line manage the Office staff and organise their workload on a daily and weekly basis;

· To ensure all tasks in the Main Office are completed to a satisfactory standard and deadlines are met in a timely manner.

As some of the meetings can be after normal school hours negotiated flexibility of hours will be taken into account.

ALLOWANCE ATTACHED TO THE POST AND DUTIES:  Grade 10
HOURS OF DUTY: 37 hours per week, whole time, permanent

These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post.  This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedure and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  

Signed
 

___________________________________
 

Date 


___________________________________


Head Teacher 

___________________________________
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