
 

 
Town Close aims to provide an engaging and creative learning environment that enhances children’s 
moral, social, physical and academic development in preparation for their future lives. 

 
 

JOB DESCRIPTION 
 

 
 
TITLE OF POST:   Headteacher’s Personal Assistant  
 
ACCOUNTABLE TO:   Headteacher  
 
SALARY:    £26,780 - £28,573 
 
LIAISES WITH: Academic, administrative and other support staff, pupils, 

parents, school governors, other schools and external 
agencies. 

 
ROLE PURPOSE: 
To provide a full PA service to the Headteacher, including efficient and proactive administrative 
support and to act as an ambassador for the school.   
 
It is a key, high profile role within the School and underpins the efficient running of the 
Headteacher’s office, requiring superb organisational skills and meticulous attention to detail. 
The School has an excellent reputation and the post holder must therefore demonstrate the 
highest standards of verbal and written communication and presentation at all times.                           
 
MAIN DUTIES AND RESPONSIBILITIES  

 
A. GENERAL RESPONSIBILITIES 

 
1. Providing an efficient, accurate, confidential and high standard of secretarial and 

administrative support to the Headteacher. 
 

2. Proactively managing the Headteacher’s diary, prioritising work, managing conflicting 
needs and ensuring the Headteader is fully briefed and has documents for 
appointments and meetings. 

 
3. Proactively assisting the Headteacher by forward planning – thinking ahead to ensure 

that future events and meetings are prepared for in advance and work is undertaken 
on behalf of the Headteacher where possible and appropriate. 

 
4. Dealing with correspondence (email and paper) and communications on behalf of the 

Headteacher, providing initial drafts where appropriate and ensuring all 
correspondence is dealt with in a timely manner. 

 
5. Filtering calls – taking necessary action and signposting to other members of staff 

where appropriate. 
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6. Liaising with the Admissions and Marketing Manager and Pre Prep Secretary to 
ensure appointments for prospective parents are diarised accurately and 
appropriately. 

 
7. Providing the administration of pupil reports – both internal and those for senior 

schools; ensuring that deadlines are met and all data is entered accurately. 
 
8. Providing administrative support for designated meetings; producing agendas, taking 

and circulating minutes. 
 
9. Administering the recruitment and appointment of academic staff – including 

arranging adverts, ensuring documentation is ready for the school website and 
arranging interviews.  

 
10. Providing the administration for pupil and staff references and annual schools’ 

censuses. 
 
11. Administering the INSET programme. 

 
12. Providing administrative support and organisation for Prize Day and other ad hoc 

events 
 
13. Liaising with other local schools to produce recommendations for term dates. 
 
 

 The above reflects a summary of the main areas of responsibility and is not an exhaustive 
list of the varied and interesting tasks which make up this role. 

 
 
B. GENERAL RESPONSIBILITIES 
 

• It is important that all members of Town Close staff are flexible and prepared to undertake 
other duties as appropriate to the grade and skills of the post holder in order to maintain 
the efficient running of the School.   
 

• Duties may vary between term time and school holiday periods. 
 

• To become familiar with and use any relevant equipment and systems as required for the 
duties of the post. 
 

• The post holder will attend relevant training as identified by the Headteacher or Bursar to 
meet the requirements of the School. It is expected that the knowledge and skills acquired 
from attendance at such training will be shared and applied within the team as appropriate.  

 

• The post holder is expected to personally comply with the statutory provisions of health 
and safety at work legislation and School policies and to always work in a safe manner 
and not to put self or others at risk.  

 

• It is a requirement that all employees of the School maintain confidentiality of information 
acquired in the course of undertaking their duties here.  

 

• To comply with the core values of the School. 
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PERSON SPECIFICATION – HEADTEACHER’S PA 
 

  
ESSENTIAL 
 

 
DESIRABLE 

 
Assessed 
From: 

 
Qualifications 

 
Good standard of general 
education to include maths and 
English. 
 
Recognised admin or secretarial 
qualification at level 3 or above, 
or the equivalent gained through 
experience. 
 

 
ECDL 

  

Application 

 
Experience  
 

 
Experienced in office and 
secretarial systems and 
procedures 
 
Experience of working in a 
similar role in a busy, service 
driven environment 
 
Experienced in using Microsoft 
packages – Word, Excel etc 
 

 
Experience of working within a 
school environment, 
particularly in an independent 
school. 

 
Application 
Interview 
References 

 
Knowledge and 
Skills 

 
Excellent interpersonal and 
communication skills including 
the ability to relate well to people 
at all levels with sensitivity, tact 
and diplomacy both on the phone 
and in person. 
 
First class organisational and 
administrative skills, with the 
ability to remain calm under 
pressure and work to tight 
deadlines.  
Excellent spoken and written 
English. 
 
Highly competent in use of 
Microsoft applications including 
Word, Excel, PowerPoint, and 
Outlook to produce quality 
reports, documents and 
presentations. 
 
Minute taking to a high standard 
of accuracy 
 
Able to assimilate and retain 
large amounts of complex 
information 
 

 
Use of iSAMS. 
 
Knowledge and understanding 
of safeguarding relevant to the 
role. 
 
Knowledge and understanding 
of data protection and GDPR. 
 
Shorthand and audio skills. 
 
 

 
Application 
Interview 
References 
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Able to effectively filter and 
prioritise calls on the 
Headteacher’s time. 
 

 
Disposition and 
attributes 

 
Able to maintain high 
professional standards of 
attendance, punctuality, 
appearance and conduct 
 
Flexible and adaptable, able to 
multitask. 
 
High standards of personal and 
professional integrity. 
 
Excellent customer service skills. 
 
Able to demonstrate empathy 
and tact in dealings with children 
and parents. 
 
Meticulous with high standards of 
attention to detail. 
 
Sees tasks through to 
completion. 
 
Self-motivated, energetic and 
enthusiastic. 
 
Able to work effectively and 
conscientiously on own initiative 
as well as collaboratively as part 
of a team. 
 
Trustworthy – able to respond to 
safeguarding needs of children 
and young people. 
 
Responsible – able to work 
sensitively and responsibly with 
children and raise any 
safeguarding concerns. 
 

 
 

 

Interview 
References 

 


