
 
 
 

ROYAL ALEXANDRA AND ALBERT SCHOOL 

 

 

            Job details 
 

PA to SLT (Teaching & Learning) 
 from September 2022 (or sooner) 

 
Thank you for your interest in this post and we look forward to receiving your application.  This is an 
exciting opportunity for someone to join our school. We are looking for someone who: 
 

• Is an able administrator 

• Is a flexible team player with a ‘can do’ approach  

• Works collaboratively, asks questions and is keen to learn 

• Has a meticulous and consistent approach to record keeping and information 
sharing 

We are looking for an experienced Secretary/Administrator to join our forward thinking, innovative 
and dynamic School.  The post-holder will provide confidential secretarial and administrative support 
to the Senior Leadership Team generally, with a focus on supporting the Teaching & Learning team.  
The post-holder will possess excellent communication and IT skills (Word, Excel, mail-merge) and 
have the ability/willingness to take decisions, manage time effectively and work unsupervised. 
 
The successful candidate will be given full support and will be encouraged to engage in further 
professional development, including safeguarding training, which we believe will benefit both the 
individual and the school.  
 
This document contains information about the job description and the person specification. 
 
Separately, there are the following documents:  
 
• Recruitment Booklet  
• Information about the school is on the TES page for RAAS  

https://www.tes.com/jobs/employer/royal-alexandra-and-albert-school-1039740 
 
Visit our website http://www.raa-school.co.uk/  for more information about the school and 
http://www.raa-school.co.uk/vacancies.asp  for information for prospective members of staff.   
 
Applicants should submit the Application Form (the TES application form can be used) and a letter of 
application which should not normally exceed two sides.   
 
Candidates selected for interview will be informed by telephone and email. We do not generally 
contact candidates who are not shortlisted.  
 
Thank you for taking the time to complete your application. 
 
 

 
  

https://www.tes.com/jobs/employer/royal-alexandra-and-albert-school-1039740
http://www.raa-school.co.uk/
http://www.raa-school.co.uk/vacancies.asp


 
 

JOB DESCRIPTION 
 

Post Title:   PA to SLT (Teaching & Learning) 

Salary:              £22,601 (FTE), £21,577.18 pa (Actual) 

Responsible to:               Executive Assistant to the Headteacher 
 
Key working relationships:      Deputy Head Teaching & Learning and Assistant Heads 
 
Start date:  September 2022 (or sooner) 

Hours:  Monday – Friday, 8.00am – 5.00pm (30 min unpaid break).  
Term-time (35 weeks per year) + 10 days incl. INSET (days to be agreed) 

 
The Role  
To provide effective and efficient support for the Senior Leadership team across their specific 

areas.  At the current time this will primarily involve working directly with the Deputy Head – T&L 

and three Assistant Heads.   There is a team of PAs to SLT covering their responsibilities.  The 

specific areas of focus for each PA may change in the future. 

This is an interesting and varied role covering all aspects of the school’s curriculum, life and work. 
 
Responsibilities 

● Provide administrative and secretarial support to designated SLT member(s) 

● Diary management on behalf of the designated SLT, proactively supporting workload 
planning, including managing and filtering email, preparing task lists and collating meeting 
papers; ensuring documentation is kept up to date; 

● Work with the SLT/Head’s EA to ensure documentation is kept up-to-date e.g. Inspection, 

School Policies and Procedures; etc 

● Minute meetings, distribute agendas and papers, manage action logs on behalf of SLT; 

● Prepare, send and log letters to parents as appropriate; 

● Prepare key School documents with or on behalf of SLT; 

● Type reports, letters and other documents; 

● To support with the recruitment of staff, including preparation of recruitment documents, 

schedules and organisation of interviews; 

● Ensure all data processing complies with the Data Protection Act, GDPR and any relevant 

legislation; 

● To take responsibility for specific tasks as directed by the designated Deputy Head/EA to 

Head; 

● Provide administrative support to the direct reports of the designated Deputy Head  

● Assist other administrative and reception staff at busy times; 

● Provide cover for and assist other PA/Senior Administrative staff at busy times or 
supporting incoming senior administrators joining the School; 



 
 

● Undertake any further additional reasonable duties as requested by the designated SLT and 

Executive Assistant to the Head; 

Other  

• Undertake professional development as agreed with school leaders  

• Perform additional duties and tasks required for the effective operation of the school as 
directed by the Headteacher 

• Be aware of and comply with policies and procedures relating to child protection, health and 
safety regulations, security and confidentiality, reporting all concerns as appropriate 

• Commitment to the principles of the Foundation of the School 

• Contribute to the overall ethos and aims of the school  

• Contribute to the co-curricular/wider life of the School 

 

 

These tasks serve to indicate the range of duties and level of responsibilities involved but they are 

not exhaustive, and will vary as the School’s requirements change. Flexibility regarding working hours 

will be expected from time to time, in consultation with the employee.  

 

  



 
 

Person Specification: 
 

Criteria Essential Desirable 

Qualifications 
 

• Minimum of GCSE level English 
and Maths or equivalent  

  

• Educated to at least A level 
standard or equivalent  

• Additional administration or IT 
qualifications/ training 
 

Knowledge and 
Skills 

• Ability to effectively 
communicate with a wide range 
of people verbally and in writing 

• Ability to respect and maintain 
confidentiality 

• Ability to use standard ICT 
packages including Microsoft 
Office 

• Ability to identify own training 
and development needs 

 

• Understanding of child protection 
procedures 
 

Experience • Experience of working in a 
senior administrative role  

• Understanding of how to 
effectively support managers 
and leaders 

 

• Experience of working in a school 
or educational setting  

• Experience of taking minutes and 
using mail merge 

• Experience of SIMS and/or 
ClassCharts 
 

Personal • High level of integrity and 
confidentially 

• Hardworking and enthusiastic 
with ‘can do’ attitude 

• Resilient, able to work to fixed 
time scales and able to cope 
with and adapt to change and 
interruptions in a busy office 
environment 

• A strong team player, liaising 
with colleagues across the 
school 

• Approachable, with the ability 
to think things through and 
have a good sense of humour 
 

 

 

The Royal Alexandra and Albert School is committed to safeguarding and promoting the welfare of 

children and applicants must be willing to undergo child protection screening appropriate to the 

post if successful, including an Enhanced DBS check. Staff must be aware of and comply with 

policies and procedures relating to child protection, health and safety regulations, security and 

confidentiality, reporting all concerns as appropriate. This post is exempt from the Rehabilitation of 

Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020. 

 


