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                                      PA to Headteacher / School Secretary                                                     
 

Under the instruction of the Headteacher provide reception duties, general clerical and/or administrative support 
to staff, parents and pupils.  
 

Reception & General Clerical 
 

• Answer the telephone. 

• Deal with face-to-face enquiries and signing in visitors. 

• Photocopying; filing; responding to routine correspondence.  
 

Administration 
 

• Attend relevant school meetings as requested by the Headteacher. 

• Write and circulate meeting agendas, take and circulate minutes.  

• Set up and maintain pupil files, complying with GDPR laws. 

• Complete and maintain the Admissions Register both written and electronic.  

• Monitor pupil attendance ensuring that the school’s Children Missing in Education Policy is followed 
and reporting concerns to the Headteacher. 

• Keep files and information in accordance with the school’s GDPR policy.  

• Collate and print pupil reports and ensure a copy is held on the pupil file.  

• Book school trips and transport and inform parents of relevant details of those trips. 

• Assist with admissions’ enquiries and follow up calls and emails.  

• Ensure pupils are enrolled for the End of Key Stage SATs tests.  

• Complete Early Years, DfE and ISI census returns.  
 

Communication 
 

• Take responsibility for ensuring that 
communications, including the Weekly 
Bulletin, are shared via Engage, ParentMail 
or other means. 

• Upload inspection documents onto the ISI 
Portal.  

• Organise and provide appointment times via 
ParentMail for parents’ evenings.  

 

Headteacher 
 

• Organise the Headteacher’s diary and 
arrange appointments. 

• Assist the Headteacher with staff 
recruitment by placing adverts and 
organising interview appointments.   

 

Resources 
 

• Purchasing stock items and distributing as 
required. 

• Organise Extended Day and Activity Week 
bookings and payments. 

• Keep the school website up to date with 
relevant information. 

• Organise the school calendar.  

• Operate relevant IT packages including the 
school’s Management Information System; 
Engage.  

• School lunches.  
 

Responsibilities 
 

• Comply with all school policies and 
procedures.  

• Attend relevant training and INSET. 

• Contribute to the overall ethos and aims of 
the school.  

 

 
These duties are neither exclusive not exhaustive and the role holder may be required to carry out appropriate 
duties within the context of the job and skill set. This job description may be amended from time to time in 
consultation with the role holder. 
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PA to Headteacher 
 

We are looking for a new PA to the Headteacher - a key member of the team which connects the school 
with the community and the world beyond that. As the first point of contact you will be quick to 
appreciate the needs of our community. We are looking for someone with the qualities and personality 
to fulfil the tasks outlined in the job description, whether that ability comes from qualification, 
experience, or aptitude. 
 

Location Windrush Valley School, Ascott-under-Wychwood OX7 6AN 

Job title PA to Headteacher 

Salary £19,000 - £21,000 depending on experience  

Contract 08:30 – 15:30 Monday – Friday 39 weeks per year 
[36 weeks term-time and 3 activity weeks] 
Permanent and full time.  

Qualified to A relevant NVQ level 2 qualification or above 
GCSE Maths and English at Grade C / 5 or above 

Experience Thorough working knowledge of Microsoft Office applications essential.  
Working knowledge of ParentMail and Engage management information system 
preferred but not essential as training can be given.  

Skills Excellent planning and organisational skills.  
Excellent communication skills both written and oral and the ability to speak 
articulately and confidently.  
Flexible, resourceful and efficient.  
The ability to manage workload and prioritise task requests. 

Application By CV and application form [available on receipt of suitable CV]  

Closing date 20th May 2021 

Interview 27th May 2021 

Start date 5th  July 2021   

Contact us info@windrushvalleyschool.co.uk 
01993 831793 

 

Windrush Valley School is committed to safeguarding and promoting the welfare of children and expects 
all staff and volunteers to share this commitment, both explicitly and implicitly. This post is subject to all 
necessary recruitment checks including a DBS check.  

 

Please note, this post is exempt from the Rehabilitation of Offenders Act 1974 and therefore all 
convictions, cautions and bind-overs, including those regarded as ‘spent’ should be declared.  
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