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AES Job Description – Professional Support Staff
	Name: 



	Team: 


Administration 

	Post: 


Senior PA to Leadership Team 



and Inclusion Coordinator


	Scale:


7
Point:


19-24

	Date appointed to 
post: 
	Date appointed to 
school: 

	Senior Line Manager:  Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  
None

	Hours: 


37 hours p/w 



Term time



And 3 weeks during 



School Closure 



Plus 3 Training Days



	Line Manager:
	Business Manager


	JOB PURPOSE: 
To provide highly effective, professional and confidential administration to the Senior Leadership Team. 
The post holder will work alongside members of the Senior Leadership team and coordinate attendance, inclusion and student support processes, ensuring that students receive appropriate intervention and support to maximise engagement, wellbeing and educational outcomes.
The role acts as a key link between school leadership, staff, students, families and external agencies, ensuring that statutory requirements, attendance procedures and SEND processes are managed efficiently and effectively.


	Key Responsibilities

Administration and Leadership Support
· Provide confidential administrative and personal assistance to members of the Senior Leadership Team.

· Manage diaries, meetings, correspondence and enquiries on behalf of senior leaders. (e.g. ISP and EHCP Annual reviews)

· Deal sensitively and professionally with complex enquiries, concerns and issues involving parents, students, visitors and external agencies.

· Anticipate workloads and priorities, ensuring tasks and deadlines are effectively managed.

· Draft, process and maintain correspondence, reports and documentation.

· Maintain accurate and up-to-date records on Arbor, CPOMS and other school systems, ensuring compliance with data protection requirements.

· Undertake general school office and administration duties as required.



	Attendance, Inclusion and Student Support
· Lead and support the implementation of attendance, inclusion and student engagement strategies.

· Identify patterns of absence, disengagement and behaviour concerns and coordinate appropriate interventions.

· Develop, coordinate and monitor attendance support plans, reintegration plans and inclusion programmes.

· Work closely with students, families and staff to improve attendance, engagement and wellbeing.

· Support students experiencing social, emotional and behavioural difficulties through intervention and mentoring.

· Coordinate support for students at risk of exclusion or following periods of absence.

· Support the reintegration of students returning from alternative provision, suspension or extended absence.

· Monitor students on reduced or alternative timetables and support continuity of education.

· Conduct home visits with appropriate colleagues when required.

· Support attendance enforcement processes by preparing evidence and documentation.

· Signpost families to external support services and agencies where appropriate.

· Work closely with safeguarding, pastoral, attendance and leadership teams to support vulnerable students.



	SEND Partnership Working
· Build positive and effective relationships with students, families, staff and external agencies including Educational Psychologists and Teaching Support Services.
· Work collaboratively with safeguarding teams, Year Leaders, teaching staff and external professionals.

· Provide advice, support and recommendations to senior leaders regarding attendance, inclusion and SEND matters.

· Contribute to the development and review of school policies and procedures relating to attendance, behaviour, SEND and inclusion.

· Promote high expectations and student wellbeing.

· Act as a role model for professionalism, teamwork and inclusion.



	General Responsibilities
· Attend relevant training and professional development activities and take responsibility for continuous professional development.

· Participate fully in performance management and appraisal processes.

· Attend school meetings, events and functions as required.

· Maintain strict confidentiality at all times.

· Comply with all health and safety requirements and individual responsibilities relating to workplace safety.

· Support and uphold the school's safeguarding responsibilities.

· Ensure that all duties are carried out in accordance with the school's Equal Opportunities Policy and other relevant policies and procedures.

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




	International ethos:

· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme as appropriate e.g. taking part in the visits, supporting Anglo Fringe etc

· Be familiar with the varying needs and characteristics of different faiths and cultures



	Administrative / CPD:

· To ensure administration is carried out in accordance with the current and related legislation.
· Undertake any training commensurate with the post.
· Provide cover for other professional support staff as required



AES PERSON SPECIFICATION
Senior PA to Leadership Team and Inclusion Coordinator
	Experience


	· Successful recent experience working in a school

· Working effectively as part of a team



	Qualifications


	Essential

· Experience in secretarial administration 

· Educated to NVQ Level 2 or equivalent in English and Mathematics (C Grade or above)

· Competence with IT programs such as Word, Excel and Powerpoint


	Desirable:

· Knowledge of school policies and procedures 

· Knowledge of Arbor

	Knowledge, Skills & Aptitudes


	· Ability to exchange verbal information clearly and sensitively

· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally and in writing

· An ability to motivate, inspire and have high expectations of pupils

· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Understand and comply with procedures and legislation relating to confidentiality

· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply procedures and legislation relating to confidentiality



	
	Personal Development & Welfare: 

· An understanding of Child Protection, Keeping Children Safe in Education and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education



	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of standard IT programs such as Word, Excel and PowerPoint 

· An awareness of, and commitment to equalities of opportunity and inclusion in education



Vacancy - Senior PA to Leadership Team and Inclusion Coordinator - Jan 2027

