
	

	Job Title: 
	Personal Assistant to the Headteacher with additional responsibility for Personnel and Office Management
	Job Ref:
	XS 7.4a/b

	

	Job Family:
	Secretarial 
	Grade:
	Dorset Grade 9/10

	


	CRITERIA

	EVIDENCE

	EDUCATION AND PROFESSIONAL QUALIFICATIONS
	(See Key)

	Essential
	

	1. RSA Stage III Word Processing Certificate or Word Advanced (ECDL) or equivalent and ability to take minutes and audio type.
	1, 2

	Desirable 
	

	2. Relevant management or professional qualification.
	1, 2

	KNOWLEDGE 
	

	Essential
	

	3. Knowledge and experience of a range of ICT software applications, including Microsoft Office, Word, Desk Top Publishing Software.
4. Knowledge of safer recruitment guidance and keeping children safe in education legislation.
5. Knowledge of setting up and maintain filing systems and various other records, manual and computerised systems.
6. Knowledge of how to collate and prepare information for meetings.
7. Knowledge of the administration of the recruitment of new staff, including advertisements, sending out job packs, letters for interview and reference requests, interview arrangements and contract forms.
	1, 3,4
1,4

1,4

1,4

1,4

	
	

	Desirable
	

	8. Knowledge and experience of using SIMS/FMS.

	1,4

	EXPERIENCE
	

	Essential
	

	9. A minimum of five years previous experience in a Personal Assistant role or secretarial role. 
10. Experience of managing staff within a large organisation.
11. Substantial experience of taking complex confidential minutes.
12. Experience of line managing teams, undertaking performance development reviews and directing and allocating work to other staff members.
13. Experience of advising teaching and non-teaching staff on personnel and recruitment matters.
14. Experience of completing LA, DfE and other returns.

	1, 4, 5
1, 4, 5
1, 4, 5
1,3,4

1,3,4

1, 4, 5


	
	

	
	

	Desirable
	

	15. Previous experience of working in a school environment.

	1, 4, 5


	KEY SKILLS
	

	Essential

16. Effective and developed interpersonal skills.
17. Well developed managerial and organisational skills.
18. Ability to work with minimum supervision and to use initiative.
19. Ability to build and sustain good working relationships. 
20. Ability to communicate effectively, orally and in writing.
21. Ability to retain information and produce accurate/quality work.
22. Ability to organise own workload effectively, prioritising tasks and working to

      defined deadlines. 
23. Ability to work under pressure. 
24. Apply confidentiality to all information handled.
	1, 4, 5
       1, 4, 5

1, 4, 5

1, 4, 5

1, 4, 5

1, 4, 5
1, 4, 5
       1, 4, 5

1, 4, 5

	25. Working with frequent interruptions to work

	1, 5

	OTHER FACTORS
	

	Essential
	

	26. Undertake training as required.
27. Promoting and safeguarding the welfare of children and young people in accordance with the school’s safeguarding and child protection policy.
	


	

	Person Specification prepared by:
	S Case

	

	Designation:
	School Business Manager
	Date:
	June 2021

	


PERSON SPECIFICATION








Evidence method for criteria

1. Application Form   2. Sight of Certificates   3. Testing   4. Interview   5. References


