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RESPONSIBLE TO: Head  
 
PURPOSE OF THE POST: To provide secretarial and administrative support to the Head and, where appropriate, other senior staff  
 
KEY DUTIES: Personal Assistant responsibilities:  

 Providing high quality and timely administrative support of a confidential nature.  

 Ensuring that all visitors, internal and external, are welcomed in an appropriate manner  

 Attending meetings as required by the Head and taking and distributing minutes as appropriate  

 Liaising with the Head on behalf of staff as required  

 Managing a complex diary, with confidence to make decisions without referral to the diary owner, always looking up to 12 months in advance and ensuring effective 
use of time  

 Managing the Head’s diary and appointments. This will include liaising with parents, staff, Governors and outside organisations.  

 Managing incoming/outgoing correspondence to ensure that information meets the needs of the recipients. This may include writing letters, briefing reports and 
any other communications, maintaining the appropriate tone and style.  

 Opening all post addressed to the Head, distributing it to relevant persons for action and drafting responses for the Head where appropriate.  

 Dealing with all initial approaches to the Head from staff or parents and ensuring that the Head is briefed to enable an appropriate response.  

 Providing a high standard of secretarial service to the Head. This will include drafting and typing letters, minutes, meeting agendas, schedules and reports.  

 Assisting the Head in the preparation of the Head’s report for Governor’s and Management Board meetings.  

 Scheduling all prospective parent visits involving the Head.  

 Co-ordinating the organisation of the Head’s end of term report writing, in conjunction with the Deputy Head and the Main Office to specific timescales.  

 Arranging international and domestic travel including booking flights, visa administration, taxis, and accommodation 

 Any other duties as may be reasonably required by the Head. 
 
Event Management:  

 Providing logistical and administrative support for the organisation of School events and functions. Working with the event lead to understand the scope of the 
event, managing all requirements and supporting delivery.  

 Managing the Head’s social diary and liaising with the Catering Manager for all social events as appropriate.  

 Attending and assisting with various School functions to include Speech Day at the request of the Head.  
 
Office Management:  

 Acting as the first point of contact for internal and external stakeholders and ensure the smooth running of the office by reviewing and maintaining office systems 
and procedures in order to enhance, develop and implement effective delivery  

 Managing the end of term and mid termly printing of reports  

 Taking care of day to day operations for the Head and admin department  

 Preparing and distributing the weekly school bulletins  

 Providing secretarial and administrative support to other members of the Head’s Senior Management Team as required  

 Ensuring the school’s MIS system is current and updated when appropriate for pupil and parent contact details  

 Managing the Head’s office and maintaining pupil files. Liaising with the Director of Human Resources in maintaining staff personnel files  

 Ensuring the Head up to date and briefed on appropriate staff matters and school business  
 




