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Job Description

Job Title:

Headteacher’s PA/HR Administrator 
To work full time/term time plus 3 weeks
With the ability to work flexibly to meets the needs of the school
Responsible to: 
Headteacher
Salary:                          
Band 5 (scp 19 to 22)
Main purpose of the post:

· To provide a complete administrative and secretarial support service to the Headteacher, including typing confidential, sensitive documents and taking notes of meetings 

· To be the first point of contact within the school for staff, governors, visitors, parents, and others seeking contact with the Headteacher

· Ensure that visitors and callers to the Headteacher’s office receive an efficient, professional, approachable, and welcoming service in line with the ethos of the school

· To assist with staff recruitment and HR procedures in line with the Safer Recruitment Policy and maintain staff personnel records i.e. safeguarding, attendance etc. 
Support for the Headteacher

· Plan and manage the Headteacher’s diary ensuring effective use is made of the Headteacher’s time.  This includes ensuring that appropriate information, facilities, and refreshments are provided and making any necessary travel arrangements. 

· Deal proactively with all incoming and outgoing correspondence to and from the Headteacher’s office.

· Prepare agendas, take notes at meetings, prepare, and distribute minutes swiftly.

· Receive the Headteacher’s incoming telephone calls and other messages.  Respond on behalf of the Headteacher to routine enquiries and ensure that confidential and sensitive issues are dealt with in an appropriate manner, referring any urgent issues to the Headteacher.

· Have an overview of the school calendar and work proactively to provide admin and planning support for events, such as Inset days and celebration evenings etc to ensure they run smoothly and efficiently.

· Liaise with the Local Authority regarding pupil exclusions; draft, finalise and distribute all Exclusion paperwork and letters to parents, liaise with the relevant departments where necessary, and keep accurate records of all school exclusions.

· Track, record and update appraisal records as required, liaising with colleagues as necessary highlighting any training needs or concerns.
· Work in liaison with the Advisory Clerk to Governors to ensure school policies are current, formatted and available on the school’s website and networks; i.e. sending existing policies to staff to update for review by relevant deadlines.

HR Support

· Assist with whole school safer recruitment procedures.
· Maintain and update the school’s Single Central Record in accordance with Ofsted requirements for safeguarding and ensure appropriate DBS and other relevant clearances are obtained.
· Organise recruitment and advertising of vacancies within the school as directed by the Headteacher, ensuring compliance with the Safer Recruitment Policy

· Undertake all administrative duties for processing staff joining, including staff induction and probation, as well as staff leaving, and maintain accurate staff records and lists.
· Ensure personnel records and files are kept up to date with accurate documentation i.e. offer letters, statements of particulars, salary statements.
· Process any changes of contracts for existing staff, and check documentation issued by payroll provider for accuracy.
· Ensure salary and expense claim forms are authorised and processed monthly.

· Maintain staff sickness and attendance records; provide timely reports to the Headteacher and provide weekly reports to the payroll provider.

Additional:
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· To maintain confidentiality of information acquired in the course of undertaking duties for the school

· To be responsible for your own continuing self-development, undertaking training as appropriate

· Contribute to the overall ethos/work/aims of the school

· To undertake any other reasonable duties, as directed by the Headteacher 
· This job description will be reviewed annually and may be subject to amendment at any time after consultation with the post holder.  It is not a comprehensive statement of tasks but sets out the main expectations of the school in relation to the post holder’s duties and responsibilities

Person Specification
Headteacher’s PA/HR Administrator 
	Education/Qualifications/Training

· GCSE C+ qualifications/equivalent in Maths and English
· CIPD or equivalent HR qualification

	Essential

E


	Desirable

D



	Knowledge/Understanding/Experience
· Experience of working in an administrative role 
· Experience of working in a school environment

· Knowledge of office admin procedures

· Knowledge of “Keeping Children Safe in Education” and safeguarding issues

· Knowledge and experience of working with SIMS or similar management information system

· Knowledge of HR procedures

· Knowledge of Governance procedures

· Understanding of GDPR and its implications
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E
E
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	Personal skills and abilities
· Good interpersonal and communication skills including ability to relate well to people on all levels with sensitivity, tact and diplomacy
· Good organisational and administrative skills, with the ability to remain calm under pressure and work to tight deadlines, systematic in approach to tasks with attention to detail

· Good IT and numeracy skills

· Ability to summarise complex discussions in writing (i.e. for taking notes of meetings)
· Personable and professional at all times

· Good telephone manner and ability to deal with callers and visitors in a calm and courteous manner
· Flexibility in working hours
· Ability to work within school protocols and procedures and the school ethos
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