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Job Title:


PA to the Headteacher and Clerk to the Governors
Responsible to:

Headteacher/Chair of Governors
Working pattern:
Term time only plus 2 weeks (to be agreed with Headteacher)
Grade:



Statement of Purpose: 
To provide administrative support and to undertake secretarial duties for the Headteacher and Leadership Team
To provide administrative support and to undertake secretarial duties for the Governing Body under the leadership of the Chair of Governors
Key Tasks for the Headteacher and Leadership Team:

· To provide a secretarial and administrative service to the Headteacher and Leadership Team. The post involves a high level of confidentiality. Tasks include typing minutes, appraisal statements, reports and agendas. The compilation and production of routine correspondence, duty rotas, etc as required.  Filing, photo-copying, facsimiles, dealing with all Head Teacher’s incoming/outgoing mail. The co-ordination of travel arrangements.

· To maintain the Headteacher’s diary and arrange internal and external meetings, liaising with the Headteacher.

· To undertake projects/tasks as required by the Headteacher/Deputies
· To issue invitations to guests and sponsors for school events.

· To liaise on behalf of the Headteacher with parents, external agencies including the Governing Body and other local schools.

· Type a variety of correspondence ensuring that documents are produced to the required standard and time scales. This will involve using standard templates and creating templates or layouts to   suit individual documents.
· Maintain an accurate and up-to-date filing system (paper or electronic) for the Headteacher’s work, ensuring that records are kept up to date.

· Undertake urgent photocopying for the Leadership Team, ensuring that the specified requirements are met.
· To undertake such other reasonable duties as may be required by the Headteacher 
· Perform duties in line with Health and Safety rules and to take remedial action where hazards are identified, ensuring all hazards are appropriately reported.
This is not an exclusive or exhaustive list but indicates the type of role and expectations to be placed upon the position. Other tasks commensurate with these may be required at the discretion of the Headteacher.  Other tasks currently include:
· Check and action emails on a daily basis

· Organise Leadership Team meetings, prepare agendas, provide refreshments and produce minutes

· Ordering of end of year trophies; collate class nominations for awards and prepare the programme for the end of year assemblies

· Christmas card competition and production/sending out of Christmas cards

· Preparation and upkeep of Key Diary Dates

· Website administration 
· Organisation of Head/Deputy Boy/Girl elections

· Prospectus

· Maintain policy checklist and alert HT when policies need reviewing

Key Tasks for the Governing Body
· To provide support to the Governing Body in the performance of its statutory duties.

· By agreement with the Chair of Governors convene all meetings of the Governing Body ensuring that meetings are in accordance with the requirements set out in the School Governance Regulations.

· Undertake all administration associated with meetings and in particular ensuring that agendas and minutes are distributed in accordance with the established time scales.

· Minute all meetings ensuring they accurately reflect the decisions taken.

· Assist the Chair of Governors and Headteacher with the maintenance and monitoring of action plans arising from the meetings and ensure that any actions identified are taken in accordance with the wishes of the Governing Body.

· Be familiar with legislation governing the responsibilities and conduct of Governing Bodies and provide advice on constitutional matters, procedures and recommended good practice. This will include advice to Committee Chairs, Chair of Governors, Headteacher on the formulation and review of terms of reference and ensuring that their function is within the agreed delegated levels of authority.

· Keep up to date with developments and legislation affecting all areas of governance and be able to supply advice that is consistent, reliable and authoritative on a range of routine and complex issues.

· Undertake research on behalf of the Governing Body and supply information.

· Act as a link between the Governing Body and the LA obtaining advice as required.

· Advise on the content of the Governors Annual report and school prospectus.

· In consultation with Chair, take action to ensure vacancies are filled in line with Regulations.

· Type all correspondence, agendas, minutes, reports etc for the Chair of Governors and Governing Body in accordance with agreed standards.
· Organise and maintain all records associated with the Governing body in order to ensure that information is easily accessible, accurate and up to date.

· To undertake any other reasonable duties for the Governing Body as assigned by the Chair of Governors.

· To undertake any relevant training and attend the Clerks’ Briefings.
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