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POST TITLE 

Personal Assistant to Principal

GRADE:  

 N5
RESPONSIBLE TO
Principal

RESPONSIBLE FOR 
Technician and Administration Assistant
JOB PURPOSE 

To work as part of the administrative team, support the Academy in attaining its aims and objectives by providing secretarial

support to leadership team.

Main Duties: The following is typical of the duties the postholder will be expected

to perform. It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

PA and administrator of the Principal’s Office

1 
provide timely and effective secretarial and administrative support to the Principal (and other members of the Leadership Team) in accordance with good secretarial practice.

2 
ensure the effective operation of the Principal’s personal office to ensure the efficient discharge of functions to Trustees and LAG Members (Local Advisor Group), teachers and parents including hospitality arrangements and management of the Principal’s diary.

3 
assist the Federated Academies by maintaining good relationships with staff, parents, Trustees, LAG Members, contractors’ representatives and external agencies in order to promote the objectives of the school.

4 
generate correspondence and reports of a routine nature. Completion of forms and returns required by Department of Education and other external agencies.

5
 reception and dealing with Principal’s mail and visitors.

6 
assist in the preparation of school documention and material for publication.

Administrator of Governance Business

7
act as Clerk to the LAG Committees and provide timely and effective secretarial and administrative support to the Trustees and LAG Members in accordance with good secretarial practice.  
8
developing and maintaining good practice in relation to the provision of a efficient and effective service within the reception areas and other administration offices.

9
encouraging their personal and professional development, appraisal, keeping them informed of developments within the school that may reflect upon their working situation.

10
being responsible for keeping the Principal informed of needs and concerns relevant to the work of the Administrative Staff.

11
preparation of administrative calendar.

12
overseeing the admin team workload including support to Pastoral staff.
13
 oversight of stationery supplies for admin.

Other duties

14
promote and implement the Academy’s equal opportunities policies in all aspects of employment and service delivery.
