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Business Support – Personal Administration, Grade 7
Job Focus
To be read in conjunction with job descriptions within the Business Support family of jobs which provide the full range of responsibilities across the function. 
Role Description
Responsible for providing a full and effective personal administrative support to the Head Teacher/Senior Leadership Team. This includes setting up and maintaining effective systems and being the first point of contact to deal with queries on behalf of the Head Teacher/Leadership Team and assisting in specific areas for example taking minutes, recruitment of staff, compiling management information reports, producing statistical information and staff management.
Specific additional duties and responsibilities. 
· Responsible for the management of the Head Teacher’s/Senior Leadership team’s diary.
· Assist the Leadership Team to manage their time appropriately and ensuring meetings etc run to time.
· Take telephone calls on behalf of the Headteacher and deal with appropriately.
· Assist the Leadership team to organise the recruitment of staff, including advertisements, job descriptions, job specifications, replying to applicants, invitations to interview and reference requests.
· Assist the Leadership Team to produce the termly or annual school duty rota and handbook.
· Undertake all administrative duties connected to the Governing Body, to include communication and preparation of the Leadership team’s report.
· Responsible for the word-processing of correspondence, documents and reports for the Leadership team.
· Responsible for the production of management information reports for the Leadership team.
· Prepare reports for distribution to parents and outside bodies.
· Produce appropriate marketing and publicity material as required which upholds and reflects the philosophy of the school.






Position of job in organisational structure
Accountable to the School Business Manager and School Leadership Team (SLT).
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