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Job Title:                     				Senior Leadership Support officer 

Location:					King Edwin School Norton
Line Managed/Jointly Supervised by:	Associate Principal: Operations 

Salary Scale:	SO: 15 £30,024 pa 
Hours of Work:					40 hours per week 12-month fixed contract

Holidays					40 days including bank holidays

Overview

Reporting to the Associate Principal: Operations you will provide an exceptionally high standard of confidential support to the Senior Leadership Team (SLT).  You will work closely together to ensure that a seamless and stake holder focussed service is provided at all times.  You will set up new, further develop existing and maintain systems for the SLT in order to assist them in the day to day organisation of their work and reduction of their administrative and operational workload.

We are seeking an exceptional, discreet Personal Assistant to provide comprehensive personal and professional support in a busy school environment. This role requires excellent judgment, confidentiality, and the ability to operate seamlessly in a fast-paced, high-visibility environment.

Responsibilities
· Work in accordance with Spark of Genius and Caretech vision and aims
· To contribute actively to maintaining the school compliance with the independent school standards
· managing and co-ordinating diaries and scheduling appointments and meetings
· Organise meetings, prepare materials, and take notes when required - 
· Represent senior leadership as required with support
· Conduct research and prepare summaries or reports
· Support ongoing projects and handle ad-hoc tasks
· providing a central point of contact with the SLT for managers and staff
· producing letters, minutes, reports and papers of a confidential, personal and sensitive nature
· developing and maintaining an effective system for EHCP reviews and consultations 
· Servicing meetings of the Senior Leadership Team including the production and distribution of agendas, papers and minutes
· Assisting members of the SLT as required
Qualifications
· Previous experience as SLT support or similar role
· Strong organizational and multitasking skills
· Excellent written and verbal communication
· High level of discretion and confidentiality
· Proficiency with email, scheduling tools, and office software
· Ability to work independently and manage changing priorities
· Able to plan and prioritise own workload and those of others, work to deadlines and manage conflicting priorities. 
· At least 2 A levels or equivalent Level 3 qualification

Personal Attributes
· Proactive, dependable, and detail-oriented
· Flexible and adaptable
· Professional demeanour with strong interpersonal skills
· Calm under pressure and solution-focused

Professional Knowledge and Understanding:
· Have a well rounded knowledge of education and its application within a variety of contexts
· Communicate clearly, have good interpersonal skills
· Follow up rigorously 
· Organised and fastidious
· Flexible and well rounded with a broad experience base gained in a number of educational environments

Principles and Perspectives:
· To adhere to sound professional values and practices at all times
· To maintain an ethos of quality provision and continual improvement
· To encourage high standards in others 

Other Requirements:
· You must co-operate with the company in complying with the Health and Safety requirements and are therefore expected to follow Company policies, to acquaint yourself with the Fire, Health and Safety Procedures at your place of work and report any unsafe practices and conditions
· The post holder may be reasonably expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.  
· It is the responsibility of the post holder to comply with Health and Safety and Equality requirements at all times.
· Any other reasonable management instruction or duty as directed by Management.

The above job description forms part of your main terms and conditions of employment.  The Company reserves the right to vary duties and responsibilities at anytime within legal notification frameworks, however, not outside what is considered reasonable to the original post. 
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Person Specification

	
	Essential Criteria
	Desirable Criteria
	Method of Assessment

	Education and Qualifications
	1
Good general knowledge of English and Mathematics to GCSE level or 
equivalent.

	1
Specialist management qualification 



	
Application Form, Certificate Check & Interview

	Experience
	2
Experience of managing individuals and teams effectively
3
Experience in managing projects or in delivering prescribed frameworks  

	2
Health and Safety qualification 

 3
Experience in contributing effectively to multi agency meetings
	
Application Form & Reference Check

	Skills
	4
Effective communication skills with colleagues, outside agencies, children and families at a high level 

5
Excellent interpersonal skills

6
Highly developed organisational skills

7
Line management skills
8
Flexible approach to work

9
Reporting and recording to a high standard
	













	Application Form, References & Interview

	Knowledge
	10
An understanding of the needs of young people in care/education

11
A detailed understanding the principles of safeguarding and child protection


	4
Knowledge of current education practice

5
Knowledge of the work of other agencies involved with children and young people


	Application Form & Interview



	Ability
	12
To form professional and impactful relationships with staff and with agencies

13
The ability to deal with difficult situations and make appropriate decisions in line with the policies and procedures of the learning centre

14
The ability to use all information available to make good decisions
	
	Application Form & Interview



	Other Requirements
	15
Willingness to participate in and contribute to all in house training as applicable to the post.
	
	Application Form & Interview
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