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Job Description 
Job Title:

Personal Assistant to the Head
Department:

Head’s Office
Accountable to:
Head
Responsible for:
Assistant to the Head’s PA
Purpose of the job:

To assist the Head in the day to day running of the School by managing his office, organising his diary and coordinating the paperwork required to carry out the wide spectrum of responsibilities of the Head.

Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 400 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 100,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations. We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:
●   
To manage the Head’s office, his diary and the smooth running of his daily programme including the allocation of time to respond to emails. 

● 
To liaise with the Deputy Heads and members of ELT on the management of the School and on the termly and annual events and entries to the School calendar.

●  
To bring to the Head’s attention in a timely manner information that Governors, staff, parents or pupils wish to have brought to his attention respecting in all cases the need for complete confidentiality. 

Key Tasks:
1 To arrange appointments with visitors, staff and pupils.

2 To recognise “pressure points” and manage the Head’s time accordingly.

3 To deal with correspondence including drafting replies for the Head and, when required, dealing with correspondence on the Head’s behalf.

4 To liaise with the Admissions Department on prospective parents’ meetings with the Head.
5 To co-ordinate the Head’s external visits and make travel arrangements, when required.
6 To ensure the Head is briefed and prepared for all meetings.  

7 To ensure, in conjunction with the Senior Deputy Head, that entries in the School Calendar and the Head’s diary are compatible.
8 To prepare Agenda and take Minutes as required.
9 To prepare and circulate emails and letters as required.
10 To keep a log of complaints made to the School and action taken.

11 To keep a list of Serious Disciplinary Incidents.
12 To check and proof-read correspondence, documents and articles.
13 To oversee and manage the HMO filing system – particularly personal and confidential filing. 

14 To keep abreast of all School activities. 

15 To undertake research as required using the internet and other appropriate tools.

16 To undertake individual and discrete projects as required e.g. organising the Warriors trip to South Africa.  

17 To oversee the work of the Assistant to the Head’s PA.

18 To liaise with the Head’s wife to ensure that she is aware of events and School activities.

19 To ensure adherence to statutory Health and Safety and Data Protection Legislation at all times.

Working Hours/Weeks:

Term Time - 8.45am to 5.45pm but some flexibility may be required for which Time off in Lieu will be given during School closure periods
Non-Term Time:  9.00am – 5.00pm

25 days annual leave (plus Bank Holidays) to be taken during School closure periods.
This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post-holder.

Date agreed:  Oct 2020
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	
	●   Degree

	Specialist Skills & Experience
	· Excellent organisational skills
· A keen eye for detail.
· Ability to prioritise and to work quickly and accurately.
· Excellent communication and interpersonal skills.
· Strong IT skills.

	

	Personal Qualities
	· Capable of independent thought and willing to accept responsibility.
· Approachable but able to be assertive.
· Flexible in approach, adaptable and open to new ideas.
· Intuitive, resourceful and discreet.
· Remaining calm under pressure.
· Possessing determination, drive, stamina and enthusiasm.
· Willing to consult, seek advice when appropriate and learn from experience.
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