
                                                    
 

 
Job Description 
 

Job Title Personal Assistant to the Senior Leadership Team 

Grade 2020 Scale 7 (2019 Band 4) 

Reports to Principal 

Liaison with Principal, Senior Leadership Team, other Staff, Parents, Visitors, 
External Agencies, Trust staff, Governors 

Job Purpose  To act as Personal Assistant to the Principal and Senior 
Leadership Team 

 To provide managerial, secretarial, personnel and administration 
duties 

 To manage and co-ordinate Personnel and GDPR matters 
 

Duties  Keep the Principal’s/school diary and act as appointments 
secretary for the Principal 

 Provide a personal assistant service for the Principal and the 
Senior Leadership Team including clerical, administration and 
reprographics support as required, and booking events, courses 
and meetings as requested.  Maintaining personal 
correspondence with staff and drafting letters for approval. 

 Assist the Principal/Senior Leadership Team with new projects; 
manage and co-ordinate new projects, oversee all administration 
relating to OFSTED inspections 

 Provide a word processing service for the Principal/Senior 
Leadership Team as required, with accurately typed documents  
and correspondence, meeting deadlines as required 

 Manage all personnel issues ensuring that the probation policies 
and procedures are fully and correctly implemented. To advise 
other managers on probation policies and procedures 

 To take responsibility for ensuring the Trust Operations Manager 
and Senior Finance Lead (Secondary) receives information 
relating to staffing 

 To be responsible for maintaining the SIMS Personnel Database 
and well ordered, accurate and up to date personnel records 

 To be responsible for ensuring that all personnel records are 
maintained, securely stored and that access is restricted to 
authorised personnel. 

 To record and monitor staff training as appropriate 

 To maintain the single central record for all staff, volunteers, third 
party providers etc. ensuring all documentation is accurate and up 



                                                    

to date 

  To be responsible for completion and distribution of pay forms, 
contracts and pre-employment checks for new and existing staff 

 To be responsible for ensuring that all aspects of recruitment for 
teaching and non teaching staff are carried out.  Liaison with the 
Trust Operations Manager for the placing of advertisements, the 
distribution of application forms and school information to 
candidates.  Plan the timetable for interviews and participate in 
interviews for non teaching candidates 

 To undertake the monthly payroll reconciliation. 

 Assist the Senior Finance Lead (Secondary) in issuing annual 
salary statements for teaching and support staff. 

 To produce the schools’ annual Workforce Census ensuring it is 
accurate and submitted within the deadline. 

 To be the point of contact for staff to raise HR and payroll issues 
and seek advice from the Operations Manager as necessary. 

 To deal with, in conjunction with the Principal and Heads of 
Schools, all confidential correspondence concerning staff, 
including disciplinary documentation and taking of minutes 

 To coordinate and manage responses to statutory requests eg 
Freedom of Information and Subject Access Requests liaising with 
colleagues and the DPO in order to seek information and gain 
advice. 

 To maintain information management and record-keeping 
systems, related to areas of responsibility, to ensure compliance 
with GDPR regulations. 

 To assist the DPO and answer any queries on the annual GDPR 
audit and provide feedback to The Principal.  

 To record security incidents and ensure that The Principal follow 
protocols for investigation and reporting. 

 To ensure information asset and data flow mapping are in place 
and up to date.  

 To keep staff up to date with current advice and guidance from the 
DPO on GDPR matters.  

 To ensure Privacy Notices comply with GDPR regulations.  

 Maintain a register of keys and hold securely duplicates to all keys 
issued. Control access to those keys 

 Assist the Principal with planning and issuing of Leadership Team 
agendas 

 Compile the weekly bulletin ensuring that information is up to date. 
Communicate with staff to collect relevant information 

 Organising reprographics for the Principal and Leadership Team 
as required 

 Booking rooms, welcoming guests and serving refreshments for 
the Prinicpal/Senior Leadership Team as required 

 Carry out basic administration and filing tasks, ensuring that clear 
procedures are in place and that files are accessible to authorised 



                                                    

staff members 

 Manager and co-ordinate the school Achievement awards 
ensuring whole school participation in nominations. Organise 
presentation of awards, write reports for the school’s monthly 
newsletter 

 To assist with administration in connection with examination 
results during the summer closure as may be required. 

 Maintenance of the schools’ calendars.  

General  To participate in the performance and development review 
process, taking personal responsibility for identification of learning, 
development and training opportunities in discussion with line 
manager. 

 To comply with individual responsibilities, in accordance with the 
role, for health & safety in the workplace 

 Ensure that all duties and services provided are in accordance with 
the School’s Equal Opportunities Policy 

 The Governing Body is committed to safeguarding and promoting 
the welfare of children and young people and expects all staff and 
volunteers to share in this commitment 

 The duties above are neither exclusive nor exhaustive and the post 
holder may be required by the Principal to carry out appropriate 
duties within the context of the job, skills and grade.  

 
 



                                                    
 

PERSON SPECIFICATION 
Personal Assistant to the Senior Leadership Team  

 

General 
heading 

Detail Examples Essential/Desirable 

Qualifications & 
Experience 

Specific 
qualifications & 
experience 

Successful experience of 
administrative work in a 
busy school environment 
 
Educated to NVQ Level 4 
or equivalent 
 

Essential 
 
 
 
Desirable 

Knowledge of 
relevant policies 
and procedures 

Working knowledge of 
general school policies 
and procedures 

Essential 

Literacy Good reading and writing 
skills 

Essential 

Numeracy Ability to count and 
undertake complex 
calculations 

Essential 

Technology Ability to use photocopier 
Ability to use word 
processor, databases and 
other IT applications 

Essential 

Communication Written Ability to complete 
detailed reports, forms 
and letters 

Essential 

Verbal Ability to exchange verbal 
information clearly and 
sensitively with children 
and adults 

Essential 

Languages Overcome communication 
barriers with children and 
adults 

Essential 

Negotiating Ability to consult with 
colleagues in an effective 
way 

Essential 

Working with 
children 

Behaviour 
Management 

Understand and 
implement the school’s 
behaviour management 
policy    

Desirable 

SEN Good Understanding and 
support the differences in 
children and adults and 
respond appropriately in 
relation to the role 

Desirable 

Curriculum Good understanding of Desirable 



                                                    

the learning experience 
provided by the school in 
relation to the role 

Child Development Good understanding of 
the way in which children 
develop in relation to the 
role 

Desirable 

Health & Well being Understand the 
importance of physical 
and emotional wellbeing 
Ability to support children 
who may be unwell   

Desirable 

Working with 
others 

Working with 
partners 

Understand the role of 
others working in and with 
the school 

Essential 

Relationships Ability to establish rapport 
and respectful and 
trusting relationships with 
children, their families and 
carers and other adults 

Essential 

Team work Ability to  work effectively 
with other adults in the 
school 
Ability to work on own  

Essential 

Information Ability to provide timely 
and accurate information 

Essential 

Responsibilities  
 

Organisational skills Good organisational skills 
Ability to work accurately 
with attention to detail 

Essential 

Line Management Ability to lead and 
motivate a team in a 
positive and successful 
way 

Essential 

Time Management Ability to manage own 
time effectively 

Essential 

Creativity Ability to follow 
instructions effectively 

Essential 

General Equalities Demonstrate a 
commitment to equality 

Essential 

Health & Safety Good understanding of 
Health & Safety 

Desirable 

Child Protection Understand and 
implement child protection 
procedures 

Essential 

Confidentiality/Data 
Protection 

Understand procedures 
and legislation relating to 
confidentiality 

Essential 



                                                    

CPD Demonstrate a clear 
commitment to develop 
and learn in the role 
Ability to effectively 
evaluate own 
performance and share 
knowledge with others 

Essential 



                                                    

 


