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	Learning Community Trust Job Description
Support Staff
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	Job Title:
	PA/Head of Administration
	Salary:
£29,069.08
	Scale to be confirmed 
	Work Schedule:
	37 Hours Term Time + 10 PD Days

	Location of Role:
	Hadley Learning Community

	Trust Mission and Vision

	Mission Statement: Providing a formidable education, within the classroom and beyond, to inspire the next generation of global citizens 

	Vision: Developing compassionate, resilient and inspirational young people who can thrive within an ever-changing global community.

	Role Specific Information

	Main purpose of role
	To provide comprehensive, confidential and effective support to the Operations Manager, Principal and other members of the Senior Leadership Team. The postholder will play a key role in supporting Human Resources functions across the school.
The postholder will support the Principal in managing workload, commitments, paperwork and communications. They will act as a key point of contact between staff, parents and the Principal, supporting effective communication and fostering positive relationships with the wider school community. The postholder will also lead and manage staff within the Central Administration Team and deputise for the Operations Manager when required.



	Duties and Responsibilities
	Executive Support and PA Responsibilities
· Support the Operations Manager who has overall responsibility and deputise accordingly when required.
· Act as first point of contact for the Principal, providing effective and efficient administrative support.
· Manage the Principal's diary, daily post, appointments and correspondence.
· Arrange and coordinate internal and external appointments.
· Support the Principal's management of administrative duties, including preparation of documents and reports.
· Support the Principal in managing workload, commitments, paperwork and communications across the school.
· Prioritise and filter information on behalf of the Principal.
· Organise and maintain paper and electronic filing systems.
· Handle all confidential correspondence with discretion.
· Act as first point of contact for staff, governors, councillors, parents and visitors seeking contact with the Principal.
· Arrange accommodation and travel arrangements for meetings.
· Prepare and distribute agendas and supporting paperwork.
· Support the Principal in relation to Performance Management and Threshold processes.
· Assist with preparation and collation of paperwork and data for Ofsted inspections and other reports prepared by the Principal or Senior Leadership Team.
· Clerk SLT meetings when required, including minute-taking and circulation of supporting documentation.
· Record and distribute notices from morning briefing sessions to staff.
Stakeholder, Student and Safeguarding Support
· Deal with queries, complaints and incidents relating to students from stakeholders including students, parents, professionals and external agencies as directed.
· Manage and coordinate the school's complaints procedure.
· Coordinate investigations where required and maintain accurate confidential records.
· Liaise with families and outside agencies on behalf of the Principal and Vice Principals as directed.
· Work with the relevant safeguarding lead to ensure notes of meetings, incidents and events are accurately recorded.
· Attend meetings as a minute taker where required.
· Handle sensitive safeguarding information appropriately.
· Maintain confidentiality regarding students, staff and school matters in accordance with Data Protection policies.
Human Resources and Recruitment
· Under the direction of the Operations Manager, complete administrative processes associated with recruitment and staff leavers.
· Place recruitment advertisements.
· Invite candidates to interview.
· Request and verify references.
· Plan and coordinate interview schedules.
· Complete identity and DBS checks for successful candidates.
· Ensure all recruitment activities follow safer recruitment procedures.
· Liaise with the Operations Manager to ensure contracts of employment and payroll arrangements are in place.
· Maintain confidential personnel files.
· Maintain staff archive files.
· Support the Principal with staff references when requested.
· Update and maintain the Single Central Record.
· Update and maintain organisational charts.
· Present staffing information for visitors including LCT Reviews, Telford & Wrekin Reviews and Ofsted inspections.
Marketing, Communications and Events
· Communicate with the Operations Manager regarding existing and new advertising and marketing opportunities.
· Organise promotional events where necessary.
· Ensure resources and materials are available for events.
· Manage and create appropriate content for communication channels including the website and social media.
· Provide training for internal staff supporting events when required.
· Support and contribute to key events within the school calendar, including Open Evenings and other school events.
Finance and Administration
· Take responsibility for the generation of purchase orders.
· Effectively manage associated budgets including marketing, promotions and staff celebrations.
· Ensure compliance with financial regulations.
· Maintain accurate financial records.
· Cover reception as and when required to support colleagues.

	Other supervisor responsibilities
	Leadership and Management of Administration Team
· Lead, manage and direct the work of staff within the Central Administration Team.
· Ensure there are clearly defined roles and responsibilities.
· Ensure all aspects of administration are organised efficiently and operate effectively.
· Work closely with the Operations Manager to support effective administration across the school.
· Manage central telephone and email communications.
· Ensure administration systems are flexible and allow effective cover arrangements.
· Ensure all administration staff receive appropriate training.
· Ensure staff have clear and appropriate job descriptions.
· Establish effective systems and ways of working.
· Ensure administration staff understand their duties and responsibilities.
General Responsibilities
· Comply with policies and procedures relating to safeguarding, health and safety, confidentiality, GDPR and data protection.
· Maintain awareness of Fire and Health & Safety regulations.
· Undertake training and professional development as required.
· Follow Learning Community Trust, school and local authority policies and procedures.
The postholder will be expected to maintain an awareness and observation of Fire and Health & Safety Regulations.
The post holder will be expected carry out any other duties as are within the scope, spirit and purpose of the job, commensurate with the grade.
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	This job description may be reviewed as part of the appraisal process and may be subject to amendment or modification after consultation with the post holder

It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Academy in relation to the post holders' professional responsibilities and duties, including the provision of high-quality teaching and learning across the Academy and the pastoral care of the pupils in their charge.

Elements of this job description and changes to it may be negotiated at the request of the principal or the Learning Community Trust or the incumbent of the post.



The Learning Community Trust is committed to safeguarding and promoting the welfare of children and young people. All post holders are subject to an enhanced DBS check (including a check on the children’s barred list) and an online search for the successful applicant. References will be checked following the Learning Community Trust recruitment and selection process.   
 
In line with the Statutory Guidance Keeping Children Safe in Education an online check will be undertaken for all shortlisted candidates prior to the interview. 
  
We are committed to equality and diversity and follow the Safer Recruitment practices as set out in the Statutory Guidance - Keeping Children Safe in Education.    
   
For more information regarding our school’s commitment to safeguarding, please see our Child Protection & Safeguarding Policy.  Child Protection and Safeguarding Policy | HLC Secondary
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	Essential 
	Qualifications
· NVQ Level 4 or equivalent qualification and/or relevant experience. 
· GCSE English and Maths. 
· Relevant qualification in office administration. 
· RSA Level 2/3 or equivalent qualification or experience in typing/word processing. 
· Full Driving Licence.
Experience
· Experience of working within a school or similar environment. 
· Experience of working as a Personal Assistant. 
· Experience of developing, managing and operating administrative systems. 
· Evidence of effectively managing a wide range of responsibilities. 
· Evidence of working to tight deadlines. 
· Experience of liaising with external agencies and stakeholders. 
· Experience of supporting marketing campaigns.
Knowledge
· Full working knowledge of relevant policies, procedures, codes of practice and legislation.
Skills and Attributes
· Excellent organisational and time management skills. 
· Ability to manage own workload effectively. 
· High level of confidentiality and discretion. 
· Excellent written and verbal communication skills. 
· Strong numeracy and literacy skills. 
· Very good ICT skills. 
· Ability to relate well to children and adults. 
· Ability to work effectively as part of a team. 
· Understanding of school roles and responsibilities. 
· Strong planning and prioritisation skills. 
· Methodical approach with excellent attention to detail. 
· Strong interpersonal skills. 
· Flexible, adaptable and conscientious. 
· Ability to follow school procedures and policies.



	Desirable
	· Previous experience managing administration staff. 
· Experience supporting HR and recruitment functions. 
· Experience maintaining Single Central Records. 
· Experience of school marketing and communications. 
· Experience supporting inspections and external reviews.
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