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Headteacher PA and HR Support
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	Job Title
	Headteacher PA and HR Support 

	Job purpose:
	1. Ensuring that the headteacher is fully supported in all aspects of their work including confidential matters. 
2. Assisting the school’s office, secretarial and administrative functions, as required.
3. Providing HR admin support to the school 
4. Advising on compliance with legislation and guidance, including but not limited to DfE, data protection, Freedom of Information Act, GDPR, school governance. 
5. To be responsible for individual projects under the direction of the Headteacher.

	Reporting to:
	The Headteacher 

	Responsible for 
	Staff

	Liaising with:
	Headteacher, other members of staff – teaching and non-teaching, Governing Body, Archdiocese, LA and DFES                                     

	Grade of post:
	G6 (24-2) Term Time +2 weeks
	

	Hours 
	32.5hrs   Monday 8-5pm   Tuesday/Wednesday & Thursday 8-4:30pm

	Disclosure level:
	Enhanced

	

	PA Core Responsibilities and Tasks

	Duties and responsibilities
· Manage the headteacher’s diary and time including booking appointments, acting as the ‘gatekeeper’, receiving visitors, providing preparatory support and making travel arrangements.
· Open, sort and distribute headteacher’s mail including electronic mail, advising on any urgent matters.
· Organise meetings, conferences, and events (internal and external) on behalf of the headteacher, including refreshments.
· Prepare agendas, take notes at, prepare, and distribute minutes of meetings swiftly.
· Ensure that the Headteacher is briefed in advance for all meetings with relevant correspondence and documentation emailed, printed, and presented in a professional format.
· Maintain an overview of all school policies, advising the headteacher when they are due for review and/or are due to be updated due to changes in legislation/guidance.
· On behalf of the Headteacher, liaise with outside agencies on projects involving marketing, designing, and printing school-related publications.
· Act as the point of contact in relation to any complaints or concerns received, referring matters to appropriate members of staff when required.
· Plan, develop, organise and monitor the administrative support services and all related systems, procedures and policies relating to the work of the Headteacher. 
· Implement and monitor administrative procedures and management information systems to ensure the provision of efficient and effective support services to the Head teacher. 
· Assist in the collation and preparation of statistics, management information and reports as required by the headteacher, the governing body, auditors, the local authority (LA), and the DfE.
· Co-ordinate the collection, entry and extraction of data required to complete statutory returns. Establish and maintain good relationships with all students’ parents/carers, colleagues, suppliers, contractors, and other professionals. 
· Provide efficient administration and secretarial assistance to the headteacher.

	

	HR Core Responsibilities and Tasks

	· Ensure a highly effective and consistent HR service is provided to all colleagues, senior leaders and support staff.
· Manage and oversee the recruitment, selection and induction processes. 
· Manage individual cases, e.g., maternity and support processes.
· Provide advice to staff members within policy and relevant guidance.
· Provide effective HR advice and guidance to all staff.
· Manage staff absence including return to work, well-being check in’s, weekly communication for staff off on long term sick.
· To lead the performance management of school support and site staff. 
· Conduct casework as required including conducting informal investigations.
· Effectively apply and review HR policies and procedures.
· Maintain a strong awareness of employees across the school and individual needs.
· Contribute to and uphold the school’s vision and ethos.
· Treat everyone within the school with respect and listen to concerns raised by staff members.
· Be familiar with the school’s policies and procedures.
· Demonstrate a commitment to CPD and training.
· Ensure equal opportunities for all and respect everyone regardless of their background.
·  Develop and maintain the school’s HR strategy.
· Lead on recruitment.
· Maintain accurate HR information systems and ensure they are held in compliance with the UK GDPR.
· Maintain and provide an efficient service in recruitment and selection, including completing pre-employment checks, maintaining a pre-employment checklist for all new employees across the trust, writing job advertisements, updating job descriptions, arranging interviews and providing support on interview days as required.
· Ensure all recruitment and selection paperwork is managed in line with the UK GDPR.
· Ensure filing, photocopying and scanning is carried out in accordance with UK GDPR and retention requirements.
· Maintain confidentiality with respect to all data held and processed.
· Facilitate and implement training programmes for staff development.
· Monitor and analyse workforce statistics and report these to the headteacher and governing body.
· Manage HR documents, e.g., staff contracts, ensuring that they are kept up to date and confidentiality is maintained.
· Support any organisational change, e.g., expansion or restructuring.

	

	Communication
· Ensure all staff members have your contact details and know how to approach you should they wish to raise any HR-related concerns.
· Liaise with the SLT to ensure all relevant individuals are kept informed of any ongoing HR disputes, concerns or developments.
· Communicate with external HR providers and services where necessary and ensure the service provided offers good value for money.

	

	Other specific duties
· The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and complete regular safeguarding training. 
· To pursue and promote the achievement and integration of diversity and equality of opportunity throughout the school’s activities
· To plan, monitor and review health and safety within areas of personal control
· To participate in the school’s Performance Management process and engage in continuous professional development and networking to ensure that professional skills and knowledge are up to date
· To maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues
· The job purpose and key statements remain indicative and by no means exclusive. Given the evolving needs of the school, flexibility among staff is very important. All staff may be required to undertake other such reasonable duties as may be required from time to time in line with the grade of their post.
· An Enhanced DBS Check will be requested on successful application to a position at the school.
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