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SCHOOL:  THAMESVIEW SCHOOL 
 

JOB TITLE:  Headteacher PA  
 

REPORT TO:  Headteacher 
 
Grade   KR6 
 

PURPOSE: To provide administrative and organisational support to the Headteacher, Senior Leadership 
Team and the Governing Body, to assist in the smooth and efficient running of Thamesview 
School 

 
Responsibilities/Accountabilities include: 
 
Head Teacher Support 

1. Act as a first point of contact within the school for staff, governors, LA officers, parents and others 
seeking contact with the Headteacher. 

2. To manage phone calls for the Headteacher – screening calls, resolving issues with sensitivity and 
confidence, using initiative as required and referring on as necessary. 

3. Complete all documentation needed for exclusions (fixed term or permanent). 
4. To provide clerical and administrative support to the Headteacher, including drafting papers, reports, 

presentations, research and collating information, maintaining an accurate filing system. 
5. Maintain the Headteacher’s diary to include all school dates, and keep a central school diary in liaison 

with the Deputy Headteacher. 
6. To open and review any written/electronic correspondence/letters to the Headteacher/SLT and draft 

responses as directed. 
7. To organise and support all Headteacher and SLT meetings, prepare and distribute agendas and issue 

minutes.  
8. To ensure matters arising from above meetings are dealt with by the appropriate people within agreed 

timescales. 
9. Meet and greet Headteacher visitors ensuring they have signed in and received a visitor badge. 
10. To support the Headteacher/SLT in the planning and coordination of special events such as parent & 

awards evenings. Liaise with Heads of Year regarding staff refreshments required. 
11. Responsible for all aspects of hospitality across the School along with replenishing refreshments in HT 

office, staff room & admin area.  
12. Maintain the central register for all School Policies to ensure SLT know when Polices are due for review.  

Ensure signed copies of revised policies are obtained from clerk of governors. 
13. Receive and distribute all “school” named emails daily, redirecting them to the relevant personnel. 
14. Book courses, conferences, hotels, travel and meals for the Head Teacher. 
15. Submit travel and subsistence claims made by the Headteacher through to finance. 
16. Working with the Headteacher on the production of the School’s Prospectus and keeping up-to-date 
17. Collate parents’ evening questionnaire data onto spreadsheet and report to HT and AHT.  
18. Distributing training information/opportunities to the SLT, CPD Co-ordinator and relevant members of 

staff. 
19. Termly School newsletter: gather the information from relevant staff for collation of this document, 

create the document, present to Headteacher for approval prior to printing, collection and distribution 
of the final product. 

20. Parentmail - be the registered administrator for this site and the owner of all School communications 
issued using this facility.  

21. Format, update and proof-read letters composed by staff for sending out to parents, etc.                                 
If communication being sent by parent mail, obtain link from ICT and upload onto parentmail. 

22. Produce termly celebration certificates for students. 
23. To undertake such other duties as the Headteacher may, from time to time, reasonably direct. 
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Governor Support 

1. Collate fixed-term exclusions and permanent exclusion data for governor meetings.  Take minutes at 
Permanent Exclusion Meetings. 

2. Gather required documents for governors meetings and email to clerk of governors. 
3. Stand in for clerk of governors where she is unable to attend FGB meeting. 
4. Keep Governor records up-to-date (business interests, contact information, terms of office etc). 
5. Ensure minutes for all Governor meetings are obtained from clerk to governors, upload onto to 

Sharepoint, keeping all governor paperwork up to date in this storage facility. 
6. Monitor governors pigeon hole and distribute accordingly. 
7. Assist visiting governors with completing their report following each termly monitoring visit. 
8. To liaise with HR team regarding new governors completing a DBS check and providing appropriate 

paper work. 
9. To liaise with ICT team regarding governors ID badges and email address, supporting new governors 

on how to access their email. 
 
Notes -  
 
1. This job description allocates duties and responsibilities but does not direct the particular amount of time 

to be spent on carrying them out and no part of it may be so construed.  In allocating time to the 
performance of duties and responsibilities, the post-holder must have regard to the Conditions of 
Employment. 

2. This job description is not necessarily a comprehensive description of the post.  It may be reviewed once a 
year and it may be subject to modification or amendment at any time after consultation with the post-
holder in order to ensure the smooth running of the school. 

3. The ability to converse at ease with members of the public and provide advice in accurate spoken English is 
essential for the post. 

 
 

PERSON SPECIFICATION 
 

Key competencies required: 
1. Excellent interpersonal and communication skills, both aural and written 
2. Computer literacy, especially word processing and data base software, including SIMS. 
3. Flexible approach to working hours. 
4. To be able to prioritise and act on own initiative. 
5. Able to work efficiently and accurately under pressure and to demanding deadlines. 
6. Willing to contribute to the overall development of the school in a positive and committed way. 
7. Able to deal calmly, tactfully and effectively with a range of people. 
8. Ability to show sensitivity and objectively in dealing with confidential issues. 
 
Essential 
1. GCSE or equivalent in English and Mathematics in grade A* to C. 
2. Experience of undertaking a range of administrative duties at a senior level. 
3. A good knowledge of the operational systems and processes within a School. 

 


