CANBURY SCHOOL

Job Description: Head’s PA and Registrar

Reporting to: Bursar

Liaising with: Senior Leadership Team, chair and members of the Governing Body, teachers and support staff, students, parents and carers, external agencies and the wider community 

Hours of work: 11.45am – 4.45pm Monday to Friday, term time plus 4 weeks.

Job Purpose 

The postholder plays a key role in supporting the Headmistress to lead the school with maximum effectiveness. The postholder will ensure the smooth and efficient running of the main school office and associated functions, provide efficient and confidential personal assistance to the Headmistress and, as registrar, will provide a robust admissions process.  The postholder will assist the Headmistress and senior leadership team by providing effective support with the School’s computerised Management Information System.  

Key Duties and Responsibilities
 �
The following list is not exhaustive but indicates the range of duties of the postholder. 

Personal Assistant to the Headmistress: 

· To provide effective and efficient PA support to the Headmistress 
· To act as an ambassador for the School and Headmistress in all matters
· To understand the Headmistress’s workload and work with her in prioritising her workload to meet the conflicting and demanding needs of all key stakeholders and external agencies
· To have an understanding of the nature of the Headmistress’s role and to devise, maintain and monitor the appropriate administrative systems to enable her to fulfil her responsibilities efficiently and effectively 
· To work together with the School Secretary, supporting where necessary
· To ensure that stakeholders receive the best possible service and response, representing the Headmistress in all aspects of the role
· To hold the confidence of the Headmistress and to work with the utmost trust and sensitivity, handling sometimes complex and difficult situations
· To manage the access of staff, students, parents and visitors to the Headmistress, screening requests or enquiries in order to deal with as many as possible without referral, to ensure maximum efficiency of the Headmistress’s time
· To plan and maintain the Headmistress’s electronic calendar, in line with the school calendar, ensuring that it is manageable, prioritising needs as necessary with the Headmistress
· To ensure that the Headmistress has all details/paperwork necessary prior to appointments
· To plan and organise meetings, including booking rooms and refreshments
· To be proactive in answering correspondence and making phone calls on behalf of the Headmistress where appropriate and as agreed
· To receive visitors to the Headmistress, organising all necessary arrangements and according them all due courtesies from arrival to departure including always offering refreshments
· To maintain a ‘bring-forward’ file, ensuring that the Headmistress is prepared with the necessary paperwork for any event sufficiently in advance
· To open all non-confidential post addressed to the Headmistress, re-directing it whenever possible while ensuring the Headmistress is kept informed of all important issues
· To prioritise the remaining mail for her attention
·  To check the school email account for the Headmistress regularly during the school day, forwarding messages to relevant members of staff for action and filtering any spam
· To co-ordinate, with the Assistant Heads in charge of Data and Cover, to ensure that the School’s email account and telephone voicemail system are checked for messages every day, during school holiday periods and actioned appropriately
· To produce a variety of documents from dictated information, handwritten and typed drafts to a high standard, using the appropriate software: MS Word, Excel, Publisher or PowerPoint
· To maintain computerised records of such documentation in an appropriate directory and folder
· To file paper documents for the Headmistress, keeping all folders efficiently organised and up-to-date
· To produce any highly confidential documents required by the Senior Leadership Team
· To produce the weekly newsletter to parents, staff and prospective parents
· To be responsible for liaising with the Pastoral Assistant Head in order to keep the school website updated
· To be responsible for keeping the school Twitter account updated daily
· To produce paperwork in relation to all students
· To support the Senior Leadership Team in arranging key events, eg Open Days and Senior Welcome Mornings, and attending such key events in order to support the Headmistress
· To have responsibility for the production and quality of all official school publications in liaison with the relevant staff, including those involved with marketing
· To proof-read all school letters and newsletters and to co-ordinate their distribution
· To liaise with the relevant staff for the implementation and further development of the School’s Marketing Plan 
· To receive all visitors to the school including prospective parents and students, organising all necessary arrangements including tours of the school, and accord them all due courtesies from arrival to departure
· To undertake accurately and effectively a range of general secretarial and clerical tasks such as photocopying, typing, proof-reading, answering the telephone and dealing with calls and callers and the collation of sets of papers/booklets as necessary
· [bookmark: _GoBack]To receive and distribute all postal correspondence and make arrangements for outgoing mail including school prospectuses, student reports and examination scripts
· To ensure efficient general school office secretarial duties for staff including photocopying, laminating, typing, ordering of text books, stationery and equipment
· To monitor student daily attendance and produce fire registers, reporting to the Pastoral Assistant Head
· To be a first aid officer and fire marshal for the School, keeping first aid qualifications up-to-date, administer medication and liaise with external health agencies when appropriate. 
· On alternate years, to support the Headmistress/SLT on the GCSE results morning in August, including press liaison in relation to this
· To take minutes at meetings when required by the Headmistress, including full staff meetings and management meetings and producing the agenda and supporting documents
· To maintain supplies of stationery for the Headmistress and office use to meet forthcoming demands

Registrar
· Manage admissions data by effective use of the appropriate software, recording all student information on the School’s computerised Management Information System (MIS) from initial enquiries to students leaving 
· To update and maintain all student/staff data on the School’s MIS on a regular basis and to design and produce reports to provide the Headmistress and SLT with effective data regarding admissions and to support the SLT and staff in the management of the School
· Follow up enquiries at all stages through to admissions
· Liaise with feeder schools
· Produce files and documents for the Headmistress on prospective students
· Organise open mornings/afternoons/evenings and parents’ meetings as required
· Be responsible for organising visits for prospective students
· Produce and update relevant materials regarding admissions as required 

Policies and procedures:
· To ensure all school policies are kept up-to-date, and are appropriately distributed and filed following any review or change
· To adhere to and support school policies and procedures
· To prepare and complete the annual school census surveys
· To assist the Senior Leadership Team in readiness for ISI inspections
· To attend and participate in staff and departmental meetings as appropriate and to make a contribution to the community life of the School

Other Specific Duties: 
· To play a full part in the life of the school community, to support its distinctive ethos and to encourage staff and students to follow this example
· To safeguard students’ health and safety in school 
· To be responsible for own personal health and safety
· To continue own personal development and to engage actively in the appraisal/staff performance review and professional development process
· To ensure skills, including IT skills, are kept up to date to perform role successfully
· To undertake other relevant duties associated with the job purpose allocated at the discretion of the Headmistress, Bursar or other designated manager

Skills, knowledge and attributes
The postholder will:
· have excellent IT skills including Excel, Word, PowerPoint and will be expected to have the skills and ability to be proficient in the use of the School’s Management Information System (MIS)
· have good media IT skills eg Twitter, Mailchimp, Website update
· Be aware of marketing and the importance of maintaining key data in order to follow up enquiries
· enjoy working with children 
· maintain high professional standards of attendance, punctuality, appearance and conduct 
· maintain positive, courteous relations with students, colleagues, parents and other stakeholders
· have a positive, can-do approach
· be organised and able to keep accurate records 
· be flexible and use their initiative
· have a good telephone manner and the ability to deal with callers and visitors in a calm and courteous way
· have a high level of personal integrity, with proven experience of handling sensitive situations with tact and diplomacy and with complete respect for confidentiality
· have honesty, energy, and enthusiasm
· be willing to give generously of their time to support school events and activities
· have a professional, approachable demeanour in relating to all members of the school community, suppliers etc
· be well-groomed, with dress standards and appearance appropriate to the role
· be willing to ‘roll up sleeves’ in an emergency.


This job description should be seen as enabling rather than restrictive and is subject to annual review.


Bursar: ……..…………………………………………………....…....  Date: ……………………….. 


Postholder:…………………………………………………………… Date:…………………………
