
[image: image1.png]St Leonards

St Andrews, Fife




Job Description 
Job Title:

PA to Deputy Heads
Responsible to: 
Deputy Head (Academic)
Responsible for: 
N/A
Hours of Work:
Permanent, full-time position, term time only.
Monday to Friday, exact hours of work to be agreed.
Salary:
Commensurate with skills and experience.
Job Purpose: 
The post-holder is expected to uphold and actively promote the ethos of St Leonards School. The PA to the Deputy Heads will oversee a range of administrative tasks including handling the notification of absence, arranging teaching cover, assisting with the organisation of exam invigilation, organising the School’s Prize-giving ceremony etc. This is a demanding and varied role which requires exceptional customer service and time management skills as well as proficiency in Microsoft Office applications.
Reporting to the Deputy Heads and line managed by the Deputy Head (Academic), the post-holder will constantly review systems and procedures to enhance the efficiency and effectiveness of his/her areas of remit. 
Although based predominantly in the Senior School, the post-holder will work remotely on a daily basis at the Junior School to provide reception cover.
Key areas of responsibility:
· Assisting the Deputy Heads with the management of teaching absence cover and supervision duties (lunchtime cover, locker room cover, after-school prep etc.). This includes dealing with e-mail and telephone requests for, deploying, notifying and recording absence cover and duties for teaching staff. Absence is then notified to other relevant internal departments.
· Sending detention e-mails to parents by way of communication. If further information is requested, liaising with the teaching staff to provide greater clarity.

· Organising and preparing for the School’s annual Prize-giving ceremony, including liaising with the University of St Andrews over venue arrangements, compiling the programme, sending it to print and liaising with the Deputy Head (Pastoral) to ensure a successful event. The day of the ceremony will require the full attention of the post-holder i.e. seating arrangements, prizes, stage set-up, running order etc.

· Assisting with teacher deployment for exam invigilation, including mock exams or formal public examinations. Using an Excel spreadsheet to record exam cover, the post-holder will have to modify arrangements, if required, up to and on the day of the examination and communicate those changes to all appropriate persons.
· Organising travel for those teachers attending training courses and events, including gathering travel and accommodation quotes, liaising with the traveller, seeking budget holder approval and booking travel and training courses/events, if required. The post-holder will be issued with a St Leonards’ company credit card in line with the School’s financial policy and procedure.

· Following the recruitment process for all new Parents Association members, after the AGM i.e. requesting references, completing PVG applications, organising induction briefings, updating the School’s database etc.

· Updating the Excel spreadsheet for the Deputy Head Academic budget, monitoring spending, issuing purchase orders and providing reports, as and when required.
· Collating the termly boarding students’ survey results and amalgamating the results into a Word document for the Deputy Head (Pastoral). 
· In advance of the Care Inspectorate audit, gathering information from various sources to be entered online before checking and final submission.
· For the annual School photographs (either individual or whole School), securing potential dates, booking the photographer (Tempest) and overseeing the photo sessions. This will involve communicating with staff, parents, pupils and internal departments, monitoring standards of appearance etc. Subsequently, the post-holder will distribute proof photos, collate and process orders and payments and distribute the photographs on receipt.
· Collating the IB predicted and actual results on an Excel spreadsheet, forwarding the results to the School’s IBDP Coordinator.

· Annually ordering the teaching staff planners by collating and placing the orders and distributing the planners following delivery.

· Taking minutes of meetings, as and when required. Preparing minutes, letters, reports as directed by the Deputy Heads.

· Submitting catering requests for meetings such as Parent/Teacher and Pupil Council meetings, as and when required.
· Keeping own knowledge up to date through continuous professional development and networking opportunities.
This is not intended to be an exhaustive list of responsibilities and duties. It is expected that the post-holder will participate in other reasonable activities which may be required to meet the needs of the School or for better fulfilment of the role.
Person Specification
	Criteria
	Essential
	Desirable

	Education, Training and Qualifications
	· Educated to SQA Standard Grade, O Level or equivalent in English as a minimum.
	· Educated to SQA Higher Level, A Level or equivalent.
· IT and/or Admin Qualification such as ECDL.

	Experience
	· Significant experience of working in a varied administrative role.
· Proficient user of ICT, especially Microsoft Office.
	· Experience of working within the public sector or in an Education environment.


	Skills
	· Excellent problem solving skills and ability to use initiative.
· Exceptional customer service skills; focusing on customer needs and requirements.

· Proven ability to share knowledge.
· Excellent written and verbal communication skills.
· Strong interpersonal and negotiation skills.

· Sound time management and organisational skills.
	

	Interpersonal skills
	· Emotional intelligence; reading signals and adapting your approach when needed.

· Self-motivated, positive and enthusiastic.

· Excellent attention to detail.
· Ability to communicate effectively with staff, parents, students and external organisations from all different backgrounds.

· Tactful and discreet with the ability to handle confidential information.

· Ability to work calmly under pressure. Resilient.
· Assertive yet non-confrontational and a comprehensive communicator. 

· A flexible approach to work, adapting to change at short notice.
· Professional manner and appearance.


	· Empathy with the aims and ethos of the Independent Schools’ sector.
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