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	Post Title:
	PA TO THE PRINCIPAL


	Salary / Grade:
	SO1 (Pts 23-25)

	Responsible to:
	PRINCIPAL

	Hours / Weeks:
	40 HOURS PER WEEK / 52 WEEKS PER YEAR

	   
  General Overview

 To undertake all duties necessary in order to assist the Principal with the day to day running of the office.  To 
 be able to undertake tasks independently, with the minimum of instruction. Providing exceptional support 
 and administration skills.
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  Job Description
· To manage the Principal’s correspondence and prepare nonstandard replies and responses for signature, including references, resignations, confirmation of personnel information.
· To communicate with parents/carers on behalf of the Principal, as instructed by the Principal.
· To be the first port of call before staff reach the Principal; to alleviate the pressure of his day to day running of the school
· To manage and be responsibility for the confidentiality information within the work place.
· To manage the incoming complaints from parent/carers or outside organisation and/or redirect them to the appropriate member of staff, in a calm and efficient manner.
· To manage the security of sensitive data relating to staff.
· To be responsible for preparing agendas for meetings by liaising with interested parties and take minutes as directed by the Principal. Ensure that agendas and minutes are circulated within agreed timescales.
· To attend meetings as directed by the Principal to take minutes.
· To manage, prioritise and make appropriate decisions about own workload, where applicable to the Principal.
· To be responsible for checking to ensure that tasks delegated by the Principal are completed by staff within set deadlines.
· To be responsible in keeping up to date policy documents for the Principal.
· To be responsible for organising Threshold lesson observations for the Principal and relevant paperwork and emails to support this process.
· To be responsible for ensuring that the Receptionist is aware of all visitors to the Principal.
· To provide confidential secretarial and administrative support to the Principal.
· To be responsible for incoming and outgoing post and emails to the PA and the Principal, filtering out or diverting as necessary and file in folders for the Principal.
· To undertake research to provide information for the Principal as required.
· To be responsible for arranging refreshments including lunches for visitors as and when required.
· To be responsible for liaising with the IT department for inclusion on our website, as directed by the Principal.
· To be responsible for ordering diaries, stationery, refreshments and furniture via the Office Manager and the Finance department for the Principal and SLMT.
· To be responsible for managing and maintaining the Boardroom bookings and upkeep of such.
· To be responsible for arranging venues for events and meetings for the Principal.
· Arrange Performance Management Meetings for Senior Staff and Heads of Department including Line Managers.
· To be responsible for liaising with Parents/Carers to arrange and appointment with students.
· To make sure that all calls to and from parents are recorded on Arbor.
· To be responsible for making sure that the ‘Students of the Week’ are seen by the Principal on a weekly basis and to ensure that a letter is sent home to the parents about the meeting and attach this to the student record on Arbor.
· To be responsible for liaising with the Office Manager to ensure that the Jack Petchey Awards Winners meet with the Principal to receive their certificate.
· To contribute and be part of the Business Management Meetings on a weekly basis.
· To be responsible for liaising with the HR Manager in retrieving information as required by the Principal and to use that information to collate data for leavers and starters at the end of the term, in preparation for leaving speeches.
· To be responsible for putting together the new SLMT Detention Rota for the SLMT at the beginning of each Term and liaise with the Office Manager to ensure that the SLMT Detentions are added to Arbor each day and a spreadsheet uploaded and circulated to all SLMT and HOY every Friday morning in preparation for the SLMT Detention to take place at 3.15pm to 4.30pm in the Main Hall.
· To link with the Office Manager in the holidays to contribute to cover, if required.

 To be responsible for inviting the Parent Consultation Group to meetings, as agreed with the Principal:
· To set up the room for these meetings and refreshments.
· To put together a register of those attending.
· To send out an agenda for the meeting.
· 
 To manage the Principal’s diary and arrange appointments as necessary:
· To add the School Calendar to the Principal’s diary.
· To add regular meetings with the SLMT.
· To add the duties i.e. Tour, Inclusion Room, Dinner, Break and After School Duty.
· To add an hour’s ‘keep free’ time in the diary for admin work and catch -up on correspondence.
· To add in SLMT Briefings every morning at 8.00am in the Boardroom.
· To add in ‘Staff Briefing’ every Friday at 8.20am in the Main Hall.
· To add in SLMT Meetings every Monday from 3.45pm to 5.15pm in P9.
· To add in all Trustee Meetings.
· To add in all Finance Meetings.
· To add in all Estate Management Meetings.
· To add in all Secondary Heads Group Meetings.

 To be responsible for the Exclusion Paperwork and to:
· Work with the Vice/Deputy Principal/HOY to gather information for the Principal, so that a decision can be made to exclude a student and to generate a letter for the Principal to go out to the parents.
· Inform the relevant members of staff i.e. the Absence Secretary, Head of Year, Form Tutor and SLMT and updating the records on Arbor and attaching the letter to the student file.
· To sending out reminders to the relevant staff for the return from exclusion meetings and making sure that a senior member of staff can take the meeting, if the Principal is not able to do so.
· To prepare the Principal’s Report for the return meeting.
· To invite SLMT, HOY to the meeting with the parent via the diary and inform Attendance Secretary and Reception of the meeting.
· Once SLMT has been allocated to take on a student on Principal’s Report, send out an email to all teaching staff of that student and relevant support staff with their targets for the next 10 school days.
· To be responsible for making sure or chasing a student that does not attend when under Principal’s Report with the Principal to get their report signed off.
· To supervise students outside the Principal’s Office when they have to sit a detention due to getting a 4 on their report.
· To make sure that the parents are aware their child is sitting a detention by giving them a call home.
· At the end of the 10 days write a letter to the parents informing them of how the 10 days have gone and updating Arbor accordingly.
· To be responsible for making sure that all exclusion data is kept up to date on Arbor.  
· To update the exclusion data for the SLMT Meetings every Monday 3.45pm to 5.15pm.
· To send the exclusion data to the Borough intermittently.

 To work with the Company Secretary and be responsible for:
· updating the portal with the Board of Trustees contact details and addresses.
· setting up the meeting room for the Trustee Meetings with waters and name cards.
· printing off the paperwork for the Principal for each Trustee Meeting and put all paperwork into a folder.
· prepare any paperwork requested from the Company Secretary and post out to the Trustees. 
· organising HPAT paperwork circulation to the Trustees and venue facilities/refreshments.
· To co-ordinate and quality assure all paperwork for the Permanent Exclusion Hearing, working with the Company Secretary, Trustees, SEND, Attendance and Pastoral to work with them to gather all relevant paperwork that is needed for the case papers to be put together.  
· To be responsible for undertaking administrative work for the Chair of Trustee, in confidence, when necessary.

 To be responsible for the Permanent Exclusion Paperwork, its distribution and to:
· Collate all statements regarding the incident relating to the permanent exclusion
· Set up case document for permanent exclusion for all information to be entered on – 
· Notes from the Interview with parents written up by Principal
· Principal’s decision for permanent exclusion 
· Statements from students/staff involved
· Copies of previous exclusion letters
· Copy of permanent exclusion letter 
· Attendance record for the student 
· FAP/ECP Paperwork 
· Liaise with Trustees regarding who will be chairing the meeting, who will be sitting on the panel, date and time (meeting must be held within 15 school days from the day the permanent exclusion was decide)
· Liaise with Waltham forest once date has been decided to book a clerk to attend the hearing
· Book a meeting room within the school for the hearing to take place. 
· Ensure to let reception and Site Team know that there will be a meeting so that they are aware of people onsite. 
· Once date has been finalised liaise with Company Secretary to produce a letter that can be sent out to the parents to invite them to the hearing for their child. 
· Liaise with senior member of staff who has been liaising with parents and Waltham Forest regarding confirming if parents have found another school place and if the case is going to be averted. 
· Cross reference the case document to ensure that all information is correct with the Senior member of staff liaising with the parents. 
· Once finalised prepare a copy for each Trustee member to either collect or be posted out to them (this must be collected 5 days before the hearing/posted at least 7 days before the hearing to ensure that they get it 5 days before the hearing)
· Prepare a copy for the parents. This must be reacted of any names of students, staffs first names. Only the students name who is being PEX can appear in the document to the parents. 
· Either post or email the copy for the parents to them. Ensure that you have informed them that the paperwork is being sent to them. 
· Day before hearing confirm attendance for Hearing with Trustees, Clerk, Principal and Parents. Confirm if parents will be bringing a representative with them and if the student will be attending. 
· On day of hearing, set up meeting room with name cards and waters. 
· Liaise with the IT team if any attendees are attending remotely. 
· Once hearing has taken place, a decision for the permanent exclusion will be decided. 
· The clerk and chair of panel with work together to get minutes and a decision letter for the hearing. 
· This will then be emailed over and a copy of this will need to be sent to the parents and Principal. 

· 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

 General  
· Proficient with Microsoft Office including Excel and Word, Database and PowerPoint and Arbor.
· Ability to maintain confidentiality and manage sensitively in relation to staff personnel matters.
· Strong organisational, project and time management
· Demonstrable discretion 
· Exceptional interpersonal skills
· Able to operate in a demanding environment working with the Senior Leadership Team for the Academy.
· Knowledge of the Academy’s Policy and Procedures.
· Ensure information produced is user friendly and easily accessible to all relevant staff.
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.

 Desirable

· Excellent working knowledge of IT systems in a networked environment
· Minimum 5 GCSEs or equivalent including English and Maths
· Experience of school-based software systems
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