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Job Description & Person Specification
Personal Assistant to the Executive Headteacher

	
Job Description

	
Job Title:
	
Personal Assistant to the Executive Headteacher

	Pay Grade / Scale / Range:
	
Scale 6, Points 18-22

	Benefits & Perks:
	Flexible Working, occupational pension scheme, occupational sickness scheme, health scheme.

[bookmark: _Int_SoRNjfga]Hybrid working, with flexi-working options. 

	

Working hours:
	
36 hours 40 minutes per week / Term time plus 10 days (200 days)

Option for flexi-working / part-time

Ability to work the hours needed to meet all the demands of the job.

	Location:
	
Based at the Oldham Town Centre Springboard Project site but you may be required to work at any site of the New  Bridge MAT


	Special circumstances:
	
Some out-of-hours working required at busy times.

	Staff responsible to:
	
Executive Headteacher

	Staff responsible for:
	
None

	Accountable to:
	
Chief Executive Officer

	Probationary period:
	
26 working weeks






Job Purpose
To provide high-quality, confidential and efficient administrative and organisational support to the Executive Headteacher across two SEMH schools.
The postholder will ensure the effective coordination of meetings, communications and documentation to support the smooth day-to-day leadership and operation of both schools. This position offers both on-site working and home working to balance on-site collaboration with remote flexibility to support operational efficiency during term time and limited holiday periods.
Key Responsibilities
Administrative & Organisational Support 

· Manage the Executive Headteacher's diary, scheduling meetings, appointments and events with internal and external stakeholders, ensuring conflicts are resolved and priorities are maintained.
· Arrange meetings, appointments and events across two school sites.
· Prepare and collate documentation, agendas and papers for meetings.
· Take accurate minutes where required and distribute in a timely manner.
· Maintain organised electronic filing systems.
· Monitor deadlines and provide reminders to support effective time management.
· Organise travel arrangements, events, and logistics for the Executive Headteacher.
Communication & Correspondence

· Act as a first point of contact for enquiries to the Executive Headteacher, exercising discretion and professionalism.  
· Prioritise incoming communication in line with agreed guidance and refer or escalate where appropriate.
· Draft routine correspondence on behalf of the Executive Headteacher.
· Ensure communications are professional, clear and in line with Trust standards.
· Liaise with staff, parents, Governors and external partners as required.
Meeting and Confidential Administration

· Provide administrative support for governing body and leadership meetings where required.
· Prepare and circulate meeting documentation as directed.
· Maintain accurate records of meetings and decisions.
· Ensure documentation is stored securely in line with data protection requirements.
· Provide administrative support for recruitment processes, including arranging interviews and preparing documentation, where required. 
· Ensure secure handling of sensitive information at all times.
· Maintain accurate records, filing systems, and databases, ensuring compliance with data protection regulations (e.g., GDPR) and trust policies.  
Operational Support 
· Support the preparation of reports and presentations.
· Provide general administrative support, such as expense processing, supply ordering, and ad-hoc project assistance 
· Maintain accurate administrative systems to support effective school operations.
· Work flexibly across both school sites as required.
· Liaise with administrative staff across trust schools (e.g., Springboard Project, Spring Brook Academy, Central Admin) to gather reports, data, and updates, facilitating smooth communication and operational support.  
· Contribute to a positive, inclusive working environment aligned with the trust's values of nurturing and supporting young people with SEND.  

Standard Duties
· Participate in the promotion and marketing of the schools.

· Understand the importance of inclusion, equality and diversity, both when working with service users and with colleagues, and promote equal opportunities for all.

· Uphold and promote the values and the ethos of the organisation.

· Implement and uphold the policies, procedures and codes of practice of the organisation, including those relating to customer care, finance, data protection, ICT, health and safety, anti-bullying and safeguarding/child protection.

· Take a pro-active approach to health and safety, working with others in the organisation to minimise and mitigate potential hazards and risks, and actively contribute to security e.g. challenging a stranger on the premises.

· Participate in and engage with workplace learning and development opportunities subject to the organisation’s training plan, working to continually improve own performance and that of the team/Group.

· Attend and participate in relevant meetings as required by the Executive Headteacher.

· Be responsible for own continuing professional development and undertake appropriate courses of training.

· Maintain strict confidentiality of information acquired in the course of undertaking duties for the organisation.

· Undertake any other additional duties commensurate with the grade of the post.

This role requires flexibility to attend on-site locations as needed, both across Springboard Project and Spring Brook Academy sites, and trust sites, while benefiting from working from home arrangements where appropriate to promote work-life balance.


Person Specification

Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and post holders to share this commitment. For adult safeguarding purposes an enhanced disclosure will be required for this post.

	Criteria
	Essential
	Desirable
	Assessed by

	Qualifications
	Educated to GCSE level (or equivalent) in English and Maths (grade C/4 or above).
Competent with using technology, especially Microsoft 365
	Relevant administrative qualification (e.g., NVQ Level 3 in Business Administration or equivalent).
	Application Form

	Experience
	Proven experience as a PA or senior administrator, ideally in an education or public sector setting. Experience managing diaries, meetings, and confidential information.
	Experience in a multi-academy trust or SEND environment. Familiarity with school administrative processes and liaison across multiple sites.
	Application Form / Interview

	Skills and Knowledge
	Excellent organisational and time-management skills. Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) and digital tools (e.g., Microsoft Teams). Strong written and verbal communication skills. Ability to handle sensitive information with discretion. Knowledge of data protection and safeguarding principles.
	Experience with education-specific software (e.g., Arbor or similar MIS systems). Understanding of academy trust governance and operations.
	Application Form / Interview / References

	Personal Qualities
	Proactive, reliable, and able to work independently in a hybrid environment. Flexible and adaptable to changing priorities, including occasional holiday working. Strong interpersonal skills for liaising with diverse teams. Commitment to equality, diversity, and inclusion, particularly in supporting SEND communities.
	Enthusiasm for education and a positive, solution-focused attitude. Ability to travel between Oldham sites as needed.
	Interview / References



N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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