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Welcome from our Executive Principal 

Sandy Secondary School continues to go from strength to strength; it has a fantastic staffing team and was rated as 
“GOOD” by Ofsted in December 2017 with outstanding features.  It is a place all staff and students are pleased to 
attend and proud to be a member of the school community.  The School continues to achieve some of the best GCSE 
results in the whole of Bedfordshire (and many of our surrounding counties), as well as at A level.  The school has some 
stunning results from Years 9 and 10 as well, as we do have a policy of early entry where appropriate. We are one of 
the TOP 100 performing schools in the country and have been award a prize by the SSAT for the excellent progress our 
students make. 
 
Our transformational journey continues this year, with even higher expectations, refinement of our systems and an 
even greater focus on achievement and success. I look forward to receiving your application and welcoming you to 
our school in person should you be shortlisted for interview. 
 
May I take this opportunity to thank all applicants for their interest in this post and in Sandy Secondary School. 
 
With best wishes 

 
 
 

Miss Karen Hayward 
Executive Principal 

 
Executive Principal’s PA/Office Manager 

We are looking to recruit a Personal Assistant to the Executive Principal. You will be responsible for delivering a high 
quality PA service and related administrative duties and will be required to act on your own initiative, using careful 
judgement, tact and diplomacy. You will also be responsible for the Administrative function of the main school office 
maintaining confidentially at all times. 
 
If you have the ability to prioritise your workload efficiently, show resourcefulness when dealing with competing 
priorities and are able to show a calm and professional attitude at all times whilst maintaining outstanding professional 
relationships, then we want to hear from you.   
 
The school is in at an exciting stage of its development and we welcome applications from people who want to become 
part of a consistently improving school. 

 

How to apply for the role: 

Application is by completed application form.  Applications are invited by email 
to:   vacancies@sandysecondaryschool.com    

 

Closing Date – Friday 16th October 2020 at 9.00am 
Interview date Thursday 22nd October 2020 

Shortlisted candidates will be contacted by the end of day on 16th October 2020 
 
Posts working with either children and/or vulnerable adults will be subject to the disclosure of criminal records, the 
successful applicant will be required to undertake an enhanced DBS check. 
 

mailto:vacancies@sandysecondaryschool.com


                                                                                                                             

 
Job Description 
 
NAME:    
 
JOB TITLE:  Personal Assistant to the Executive Principal and Office Manager  
 
RESPONSIBLE TO: Executive Principal 
 
RESPONSIBLE FOR: SLT Administrator and receptionists 
 
SALARY:   NJC Level 4a points 11 – 15 £21,748 – £23,541 pro rata 

£19,812 – £21,446 per annum   
 
JOB PURPOSE: The PA to the Executive Principal will be responsible and accountable for delivering a high 

quality PA service and related administrative and business activities and will be required to 
act on his/her own initiative, using careful judgement, tact and diplomacy. To be responsible 
for the Administrative function and overall performance of the main school office 

 
HOURS:  37 hours term time plus 5 INSET training days: 
   Monday - Thursday 8.30am – 4.30pm 
   Friday 8.30am – 4.00pm 
 
MAIN DUTIES AND RESPONSIBILITIES: 
 
Personal Support 

• Liaise with the Executive Principal when possible regarding the events of the day and follow up resultant 
actions 

• Organise the Executive Principal’s diary and arrange appointments as and when convenient 

• Liaise with the Executive Principal regarding the weekly diary and sort out any ensuing issues ready for staff 
perusal 

• Make any telephone calls as requested by the Executive Principal and follow up any resultant actions 

• To deal with parent queries – deciding what action needs to be taken and by whom 

• To draft & proof read correspondence, and other documentation to the Executive Principal’s specification as 
required 

• Ensure that papers are given to the Executive Principal for the next day’s meetings and that any 
instructions/directions are obtained prior to the meeting 

• Send any emails, as required by the Executive Principal, to staff 

• To undertake filing and photocopying work as required 

• Produce student fixed term and permanent exclusion letters ensuring details are entered on the County 
Behaviour Log 

• Liaise with the Inclusion Officer as necessary and produce minutes from exclusion hearings 

• To oversee the minibus bookings, schedules and arrange drivers as required 
 

 
Communication 

• To welcome and look after visitors 

• To screen telephone calls, enquiries and requests, and handle them when appropriate 

• Make refreshments for the Executive Principal and/or visitors as and when reasonably required 

• To deal with electronic mail, both incoming and outgoing, in a secure manner 
 



                                                                                                                             
Hospitality 

• Prepare refreshments for meeting’s as required 

• Book and arrange refreshments for taster days 

• Catering requests 

• To organise hospitality arrangements for the whole School 
 
Governors 

• Liaise with the clerk to the Governing Body as required 

• Send any documentation as and when required to Governors 

• To respond to Governor queries and request and to organise Governor visits 

• Ensure that any information required for Governor Meetings is available and ready for the Executive Principal  

• To collate information needed for Executive Principals report 
 

SLT Support 
 

• Assist members of SLT when necessary including support and administration for events such as open evenings, 
taster days and graduation evening. 

• Take SLT minutes 
 

Office Manager Duties 

• Manage front office staff and to conduct performance management as directed by School policy 

• Oversee reception duties and deal with general enquiries from visitors, parents, etc. 

• Word Processing 

• Take Minutes 

• To assist in dealing with complex enquiries or difficult visitors to the school 

• Overall responsibility for the schools Admin budget 

• Oversee medical arrangements including letters, liaising with the school nursing team and ensuring 
procedures are followed including completion of accident forms and reporting 

• Updating website as required 

• To produce the whole school and academic calendar templates and update as necessary 

• Overseeing fire drill & lockdown procedures 

• Review relevant risk assessments annually 
 
 
General 

• Cover absent colleagues as required 

• Comply with all school policies and procedures, particularly those relating to child protection, equal 
opportunities, racial equality, health, safety and security, confidentiality, behaviour and data protection, 
reporting concerns to the Executive Principal 

• Attend relevant training and take responsibility for own development 

• Attend relevant school meetings as requested by the Executive Principal 

• Attend relevant training/school meetings as requested by the Staff Executive Principal 

• To work up to a maximum of 5 days during the school holidays if requested  

• Respect confidentiality at all times 

• Provide any reminders regarding the daily routine and ensuring that all relevant staff know any important 
details 

• Maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of 
confidential and sensitive information. 

• Undertake any other duties of a similar level and responsibility as may be required. 
 
 



                                                                                                                             
Health and Safety: 
To have an up to date knowledge and demonstrate a good understanding and knowledge of equalities legislation and 
the Equality and Diversity policies as applicable to the role. 
 
Safeguarding: 
Maintain and demonstrate a good understanding and knowledge of the School’s Safeguarding policies and procedures 
as applicable to the role. 
 
Whilst every effort has been made to explain the main duties and accountabilities of the post, each individual task 
undertaken may not be identified. 
 
The School will endeavour to make any necessary reasonable adjustments to the Job and the working environment 
to enable access to employment opportunities for disabled job applicants or continued employment of any 
employee who develops a disabling condition. 
 
This Job Description is current at the date shown but following consultation with you, may be changed by the 
Principal to reflect or anticipate changes in the Job which are commensurate with the salary and Job Title. 
 
Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be 
undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending 
charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the 
provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  
Therefore, applicants are not entitled to withhold information about convictions which for other purposes are 
“spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose 
such convictions will result in dismissal or disciplinary action by the School.  The fact that a pending charge, 
conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration 
for this appointment. 
 
‘We believe in the welfare and safeguarding of all children and expect ALL staff to share the same view’ 
 
Signed by Job Holder: .................................................................... Date: ………………….. 
 
 
Signed by Line Manager: .................................................................... Date: …………………….... 
 
  
 
  
 

 
 
 
 
 
 
 
 
 



                                                                                                                             

Person Specification:  
Personal Assistant to the Executive Principal and Office Manager 

Essential Preferred 
Education/Qualifications 

GCSEs in English and Maths at grades A* - C or 

equivalent 

Word processing RSA II 

Bookkeeping/Accounts at NVQ level 2 or equivalent 

Experience 
At least 2-3 years' experience of working in an 

office environment. 

Experience of a wide range of administrative 

functions 

Experience of working in a school office 

Experience of supervising staff 

Skills/Knowledge/ Aptitude 

Good working knowledge of Microsoft Office 

(Word, Excel, Outlook & Publisher) 

Excellent interpersonal skills 

Good organisational skills 

Ability to work 

collaboratively and lead a team 

Ability to interpret varying situations and solve 

problems on a day to day basis. 

Ability to work with autonomy within set 

boundaries 

Ability to be flexible with working hours when 

required 

Ability to cope with conflicting demands, 

deadlines and interruptions 

A 

 

 

Knowledge of SIMS 

Motivation 

Interest in own personal development and 

willingness to undertake further training 

 

Physical 

Ability to meet the physical demands of the post  

Other 

Must be fluent in the English language in 

accordance with the Immigration Act 2016 

Willingness to undertake First Aid Training 

Current First Aid Certificate 

 


