

JOB DESCRIPTION


Personal Assistant to the Head of Junior School and School Administrator

Term time only plus 3 weeks of holiday time, including one week at the end of August  

0800 – 1630 Monday to Friday with an hour for lunch 

Salary - £27,086.40 (FTE £30,571) per annum


Junior School Head’s PA
GENERAL

· To assist the Junior School Head in all aspects of the role.
· To assist with other duties in the school office as part of a team to help to cover  
       absences of other members of the office staff
· To assist in the smooth running of the Junior school administration


SPECIFIC QUALITIES REQUIRED

· The ability to work with confidentiality, discretion and initiative
· A courteous and welcoming manner under all circumstances (i.e. on the telephone or
      when receiving visitors to the school; in dealings with parents, pupils and all staff)
· A flexible approach and an enjoyment of teamwork; a willingness to adapt to the 
 	changing demands of school life

SPECIFIC TASKS

Head of Junior School
· To keep the Head of Junior School’s diary, liaising on the planning of the schedule 
and prompting as necessary in advance of events and appointments. To ensure that 
the electronic diary is constantly updated 
· To be first point of contact for all parent communication 
· To assist the Head of Junior School with correspondence, processing all 
correspondence addressed to them and maintaining files of all correspondence
· To assist the Head of Junior School with the planning of main projects and events 
throughout the year 
· Assist with all travel arrangements
· To record, type and distribute minutes of meetings, including staff briefings. 

Specific Tasks
· To provide secretarial support for teaching staff to include typing and 
distribution of letters.
· Support the assessment of prospective pupils
· Liaise with Admissions to book in tours and meetings with Head of Junior
School 
· To manage and prepare reports.
· To book staff training courses
· To receive/host visitors to the Junior School



· To support the arrangement and organisation all school trips; research, book, 
organise travel, complete school offsite forms and packed lunch form, school 
trip reports, send letter to parents, forward invoice to Finance, complete 
charge sheet.
· To manage and complete the Junior School calendar at the beginning of each 
new term, liaising with all staff. Distribute calendar to staff and parents
· To book rooms for termly events
· Maintain and update Junior School budget spreadsheet, keeping an accurate 
record
· Support the Head of Junior School to complete Junior School and Pre-Prep 
budget request forms prior to each new school year
· Complete catering forms for school termly events
· Ensure daily paperwork filling is cleared
· Order resources as requested by Head of Junior School and teaching staff
· To ensure absence of Junior school staff is passed to Head’s PA every 
morning.
· To update ISAMS database when advised of any changes to staff or student 
circumstances
· To deliver urgent messages to students in classrooms when necessary. 
Pursue completion of registers
· Maintain and update class form lists, pupil medical lists, allergy posters and 
pupil responsibility tables. Ensure copies are distributed to appropriate notice 
boards and Junior staff
· To collect and distribute post to the staff room
General Tasks 

· To liaise with School Registrar and book meetings for prospective new parents
· To work with the Head’s PA where necessary
· Support bus run in the am and pm
· Collaboration with school office with regards to GDPR, first aid, health and safety 
· Collaboration with Admissions to arrange taster days, assessments, tours or any
other duties related to Junior School admissions. 

Whole School Administration 

PE Support
· Booking transport and match teas using the fixture calendar
· Checking and sending all PE and Sport related letters.  Chasing any 
outstanding responses.
· Organising Tuesday afternoon activity options and ensuring everyone is 
signed up.
· Sorting budget spreadsheets to track of money in and out.
· Organising PE timetable spreadsheet.
· Booking transport and accommodation for any trips.
· Completing OV1’ and Evolve for any trips.
· Sending booking forms to the arena/Uni/Swimming pools etc, and collating 
risk assessments etc.
· Overseeing SOCS and ensuring fixtures are accurately added.



· Updating extra-curricular activities additions
· Formatting booklet for new PE assessment policy.
Other
· Be aware of medical travel packs for trips and the process for booking out etc.

Safeguarding Administration 

Safeguarding Documents 
· Update the policies in the folder in both staff rooms so that the documents are available for staff to access easily. 
· Update staff SG notice boards 
· Update the One Minute Guides folder, as more guides are available. 
· Update the other important documents in files as needed.

Staff Training 
· Book staff training through DES or other providers as required, and coordinate for inset
· Coordinate training – sending out emails and tracking completion including follow ups
· Keep a log of staff at Level 3; renewal is every 2 years. 
· Keep a log of ALL other staff in the school; renewal is every 2 years, providing the staff receive updates throughout the school year. 
· Keep a log of all staff training throughout the school year, e.g., bulletins, weekly questions, emails and staff briefings. 
· Safeguarding questions to whole school – keep a log of what has been asked 

Safeguarding Team meetings 
· Meetings are weekly. 
· Take notes at the meetings. 

Safeguarding spreadsheets and log 
· Maintain a document listing all the pupils on the safeguarding register over the course of the school year, indicating MASH referrals/Counselling any external help.
· Maintain two spreadsheets over the year (one Senior pupils and one Junior) and update them weekly, following the Safeguarding team meetings, in the Red, Amber, Green coding.
· Maintain resources files online and in the Hub to signpost to pupils
· CPOMS data and graph producing 
· Coordinating counsellors’ workshops
· Update notice board(s)



The Maynard School reserves the right to vary the detail of this job description from time to time, subject to consultation.
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