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	Post Details
	

	School:
	Twynham School

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 8

	Responsible to:
	Head of School (Twynham School)



	Main Purpose

	To provide high-level executive, strategic and administrative support to the Executive Headteacher, Head of School and School Operations Director, ensuring the effective management of their priorities, communications and operational responsibilities.
The postholder will act as the primary gateway to senior leaders, exercising professional judgement to manage access, prioritise requests and ensure leadership time is directed towards strategic priorities, operational effectiveness and school improvement activities.
The role requires an individual who can operate with a high degree of autonomy, discretion and initiative whilst maintaining exceptional standards of professionalism, confidentiality and integrity.
The Executive Assistant will proactively support organisational efficiency across the school, coordinate strategic projects, improve administrative processes and provide flexible support across a range of operational functions. The postholder will develop an in-depth understanding of the school's operational, educational and strategic priorities, enabling them to act as a trusted advisor and key point of contact on behalf of senior leaders.




	Duties and Responsibilities

	Personal Assistant duties
· Provide comprehensive executive support to the Executive Headteacher, Head of School and School Operations Director. 
· Manage complex diaries, calendars, appointments and schedules, ensuring the effective use of senior leaders' time. 
· Coordinate meetings, appointments and events, including venue arrangements, hospitality and associated logistics. 
· Prepare agendas, briefing papers, reports, presentations and supporting documentation for meetings. 
· Draft, proofread and distribute correspondence, communications and professional documentation on behalf of senior leaders. 
· Act as the first point of contact for matters directed to senior leaders, handling enquiries professionally and confidentially. 
· Manage incoming communications, assessing priority and urgency, redirecting matters where appropriate and escalating only when required. 
· Act as a gatekeeper to the Executive Headteacher, Head of School and School Operations Director, ensuring access is managed appropriately and leadership time is protected from unnecessary interruption. 
· Exercise professional judgement in determining which matters require senior leadership involvement and which can be resolved independently or delegated elsewhere. 
· Anticipate the needs of senior leaders and proactively address issues before they arise. 
· Track actions arising from meetings and strategic priorities, ensuring follow-up actions are completed within agreed timescales. 
· Maintain highly confidential records and handle sensitive information with absolute discretion. 
· Build positive working relationships with staff, School Ambassadors, parents, students, visitors, contractors and external agencies. 
· Prepare and organise documentation required for inspections, audits, governance meetings and external stakeholder engagement. 
· Support the coordination of leadership-led projects and initiatives, maintaining oversight of deadlines and key milestones. 
· Resolve routine matters independently within delegated authority, referring only significant or strategic issues to senior leaders.

Wider school duties
·  Develop and maintain a thorough understanding of the school's operational functions, priorities, policies and strategic objectives. 
· Provide flexible administrative and project support across key operational areas, including admissions, governance, compliance, communications, marketing, HR administration and educational visits. 
· Maintain sufficient knowledge across multiple functions to provide operational resilience during periods of staff absence or increased workload. 
· Support school improvement initiatives through effective project coordination, communication and administrative support. 
· Gather, analyse and present information to support strategic decision-making. 
· Assist with the preparation and collation of documentation for School Ambassadors, trustees, inspectors and external agencies. 
· Coordinate governance processes including meeting administration, minute-taking, action tracking and document management. 
· Monitor compliance-related deadlines and support leaders in meeting statutory and regulatory requirements. 
· Lead the administration and maintenance of the school's website, ensuring accuracy, compliance and timely updates. 
· Support school marketing and communication activities, ensuring messaging reflects the school's values, priorities and professional standards. 
· Ensure all public-facing communications and content are accurate, appropriate and aligned with school procedures and branding requirements. 
· Review administrative processes and identify opportunities to improve efficiency, effectiveness and consistency. 
· Develop and implement improved systems, workflows and procedures that reduce duplication and enhance service delivery. 
· Champion the effective use of technology, including Microsoft 365 applications, digital collaboration tools and workflow automation where appropriate. 
· Support organisational change initiatives and contribute to a culture of continuous improvement. 
· Work collaboratively with all departments to ensure consistent standards and effective communication across the school. 
· Support the planning and delivery of key school events, open evenings, parent events and other whole-school activities. 
· Undertake additional duties commensurate with the grade and nature of the post, including occasional attendance at evening events or meetings.





	Safeguarding Duties and Responsibilities

	· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 




	Other Duties

	· To play a full part in the life of the Trust community, to support its vision, missions and values.
· To support the TL Performance appraisal process, being an appraiser for identified staff (as required) and ensuring that high standards of performance are both set and met in line with Trust policy.
· To support the work of the Twynham Learning MAT which at times may require supporting other schools within the MAT as agreed in consultation with the postholder.

All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	
Qualifications, Knowledge, Skills and Attributes Required

	Essential:
	· 5 GCSEs including English and Maths, grade A*-C or equivalent 
· At least 2 A-levels or Level 3 qualifications at Merit or above
· Strong understanding of the operational and regulatory requirements of a secondary school
· Understanding of safeguarding, data protection, complaints management and professional boundaries within an educational environment
· Working knowledge of school management information systems such as Arbor, SIMS or equivalent
· Ability to confidently challenge, redirect or push back appropriately where requests do not require senior leadership involvement. 
· Ability to assess urgency and priority, making informed decisions on behalf of senior leaders within delegated authority. 
· Highly developed political awareness and professional judgement when dealing with staff, parents, School Ambassadors and external stakeholders. 
· Ability to identify operational inefficiencies and implement practical improvements.
· Experience of producing meeting minutes and documents of high quality
· [bookmark: _GoBack]Strong IT skills, especially Microsoft Outlook, Word, Excel and Powerpoint
· Within the above, the ability to process documentation (eg letters, mail merge, minutes, spreadsheets) using a variety of software packages
· Ability to use databases, management information systems and input/retrieve data as appropriate.
· Commitment to safeguarding and promoting the welfare of children and young people
· Significant experience working within an educational environment, with a strong understanding of school operations, safeguarding, governance requirements, admissions, attendance, exclusions, parental engagement and regulatory compliance.
· Strong understanding of the operational functions within a secondary school environment. 
· Working knowledge of education terminology, school structures and statutory responsibilities. 
· Understanding of safeguarding principles and the importance of handling sensitive pupil, staff and family information appropriately. 
· Experience of working with school Management Information Systems such as Arbor, SIMS or similar.
· Highly organised, with the ability to work independently, be proactive, prioritise own workload and work under pressure
· Proactive, dynamic and willing to use initiative
· To be able to work to tight deadlines and prioritise tasks appropriately
· Meticulous eye for detail
· Friendly, helpful and flexible approach with excellent communication skills
· Well-developed interpersonal skills with the ability to communicate both verbally and in writing demonstrating tact and professionalism in order to develop good relationships both within and outside the organisation
· Good sense of humour
· Ability to be discrete and maintain confidentiality
· Ability to work flexibly on occasions to support events outside of normal working hours


	Desirable:
· Degree or evidence of equivalent further professional learning
· Experience of development and management of administrative systems
· Further qualification or training in Business Administration or Communications
· Experience as a Personal Assistant
· Experience of office management and staff development
· Experience of working in recruitment/HR






	Notes

	· This job description may be amended at any time in consultation with the postholder.




	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
· 
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