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THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

HEADMASTER’S PERSONAL ASSISTANT 

JOB DESCRIPTION 

 

This job description is indicative of the nature and level of responsibilities associated with the post. It is not intended 

to be exhaustive; other tasks may be allocated as necessary from time to time.  It may be amended at any appropriate 

time, following consultation between the post holder and a senior colleague, and will be reviewed annually.  
 

Core Purpose of Post 

 To ensure that confidential, efficient and effective administrative and secretarial support is provided to the 

Headmaster so that the School may pursue its vision and provide an outstanding education to its pupils. 

 To promote and safeguard the welfare of all children and young persons for whom the post holder has 

responsibility and with whom the post holder comes into contact.  

 To maintain the highest level of confidentiality in all matters relating to pupils, parents and colleagues.  
 

Professional 

 Exercise loyalty to the Headmaster and to the School, upholding and maintaining its traditions and ethos. 

 Support and assist the Headmaster and his Senior Leadership Team in providing a happy, secure, safe and 

stimulating environment in which the children can develop to their full potential. 

 Support the Headmaster in fostering parental involvement and in keeping parents informed of school policy, the 

curriculum and other matters of importance. 

 Comply with all regulatory requirements. 

 Comply fully with the requirements as set out in the DfE document ‘Keeping Children Safe in Education’ in the 

HM Government document ‘Working Together to Safeguard Children’ and any relevant supplementary guidance. 

 Abide by the School’s current systems and structures as outlined in policy documents including the First Aid and 

Health, Health and Safety and Safeguarding and Child Protection Policies, and take appropriate action in accordance 

with all such documents as and when necessary. 

 Establish and maintain effective working relationships with colleagues and parents/carers. 

 Participate as required in meetings with colleagues and parents in respect of the duties and responsibilities of the 

post. 

 Take responsibility for one’s own professional development, attending INSET days at the start of each term and 

attending other relevant courses whenever possible. 

 Be punctual and adaptable, and dress in a smart but practical manner. 
 

General 

 Provide an environment of efficiency and ensure a warm welcome is offered at all times. 

 Remain calm under pressure, offering ‘holding’ responses where necessary. 

 Ensure that the Headmaster’s emphasis on being approachable to pupils, parents, staff and visitors is implemented 

and modelled by the PA on a day-to-day basis. 

 Have an awareness that some matters dealt with are of a confidential nature which must be approached discreetly, 

confidentially and with integrity. 

 Deal sensitively with parents, other schools, prospective parents (where appropriate) and with the general public 

on a wide variety of topics, either in person, on the phone, videoconferencing, or by letter.  
 

Secretarial duties for the Headmaster 

 Manage the Headmaster’s electronic appointment diary, liaising with senior colleagues and prioritising future 

commitments to ensure that the diary schedule works efficiently and effectively. 

 Organise arrangements for any visitors to the Headmaster. 

 Organise arrangements for parent meetings with the Headmaster. 

 Organise the day-to-day time management of the Headmaster and ensure that he has the relevant information in 

advance of meetings. 

The Blue Coat School is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 



 
 Coordinate arrangements for meetings, identifying suitable dates, venues, equipment and catering, as required by 

the Headmaster. 

 Identify, anticipate and prepare materials needed by the Headmaster for meetings, presentations or appointments 

and follow up internal and external requests for information, outstanding reports and correspondence. 

 Take minutes of meetings as requested, including Prep briefings, staff meetings, SLT meetings and SMT meetings 

and distribute these minutes as required. 

 Organise and prepare papers, assembly notes, speeches and reports (e.g. for Governors’ meetings) as requested, 

conducting research where necessary to support the Headmaster. 

 Oversee and book The Headmaster's travel and, where required, accommodation arrangements for external 

meetings, together with itineraries, maps etc. and manage his expenses claims.  

 Deal with all incoming mail (hard copy and electronic) and prioritise such communication, ensuring urgent and 

sensitive items are dealt with accordingly. 

 Ensure that all actions resulting from correspondence are expedited by an appropriate person in a timely and 

effective manner. 

 Act as the 'quality control' and proof-reader in respect of all letters and documents produced by or for the 

Headmaster. 

 Use initiative to prepare routine correspondence and prepare less routine communications from drafts provided 

by the Headmaster 

 Check all correspondence before signature and posting. 

 Manage the Headmaster’s telephone calls by answering incoming calls; placing outgoing calls as requested and 

organising conference calls using an appropriate platform such as Zoom or Google Meet. 

 Use discretion on the redirection of callers as necessary, providing information and answering questions. 

 Ensure that accurate and detailed notes are made of messages which are then directed to the relevant person such 

that all queries are dealt with professionally and effectively. 

  Undertake photocopying and printing on behalf of the Headmaster. 
 

Support for other colleagues 

 Liaise with all colleagues to support the work of the Headmaster. 

 Provide assistance as required by senior staff, with the co-ordination of documents for ISI inspections and 

preparations for the inspection including liaising with colleagues regarding the hospitality requirements for 

inspectors and the admin and stationery requirements for inspectors.  

 Liaise with the Senior Schools’ Adviser to assist with submitting school transfer reports for prospective senior 

school admissions. 

 Assist senior staff with the gathering of information for the School’s Complaints Log and the maintenance of an 

accurate record of complaints. 

 Assist senior staff with the recording of racist incidents, sexual harassment and sexual abuse incidents and the filing 

of any associated records. 

 Assist with planning for events such as Prize Giving including: preparing and sending invitations; managing guest 

lists; and keeping the Headmaster informed of attendees. 

 Liaise with the Admissions Registrar to coordinate visits by prospective parents and pupils when needed. 

 Ensure the smooth running of the School Reception. 

 Line manage relevant members of the Admin Team. 

 Conduct annual appraisals for allocated members of the Admin Team.  

 Have an oversight of the welfare needs of the support staff in the Viney Building and other staff, reporting any 

relevant concerns to the Headmaster. 
 

Other Responsibilities including Children’s Welfare 

 Supervise children as required on the school campus and on off-site visits and outings. 

 Ensure safe and accurate storage and archiving of confidential pupil files, assisted by the Receptionists. 

 Liaise with other colleagues to ensure the accurate and timely submission of data to the DfE, ISC, ISI and the Local 

Authority as required. 

 Welcome parents and visitors at events as required. 

 Attend assemblies and Chapel Services as required. 

 Be available to attend Open Mornings and other whole school events as required. 

 Liaise with The Friends (PTA) regarding specific events and publicity as required by the Headmaster. 

 All other reasonable tasks as required by the Headmaster. 

 



 
THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

HEADMASTER’S PERSONAL ASSISTANT 

PERSON SPECIFICATION 

 

We are seeking to recruit a first-class Personal Assistant, who is willing to build upon their existing experience to 

support the work of the Headmaster at The Blue Coat School. The following qualities are essential for the role: 

 
Qualifications/Professional Development 

 Education to degree level from a reputable university 

 Evidence of recent involvement in professional development 

 

Skills and experience 

 Experience of working in administration 

 Experience in dealing with confidential work 

 Experience of work as a PA to a senior member of staff 

 Effective verbal and written communication skills 

 A high degree of computer literacy (particularly Microsoft office applications) 

 Experience of diary/calendar management  

 An excellent telephone manner 

 Good organisational skills and the ability to prioritise and manage tasks 

 An eye for detail and accuracy 

 

Personal attributes 

 Sympathy with the Christian ethos and activities of the school 

 A professional manner and appearance 

 Ability to form and maintain positive relationships 

 Patience and professionalism when handling difficult of contentious matters 

 Trustworthy and discreet 

 Sensitivity to others and the ability to work co-operatively 

 Self-motivated with a positive, professional attitude 

 Ability to work as part of a team yet also to work under own initiative 

 Calm under pressure 

 Wholehearted commitment to the life of a vibrant school community 

 

Original certificates will be required as proof of qualification.  All other attributes will be assessed using the contents 

of the application form, at interview and with the professional references. 

 
All members of staff are required to promote and safeguard the welfare of children they are responsible for, or 

come into contact with, and to adhere to, and ensure compliance with, the School’s child protection procedures and 

staff guidance at all times.  

 

The post is subject to an enhanced DBS check and satisfactory references. References will be sought prior to the 

interview.  

 

The School is an equal opportunities employer. 

 

The Blue Coat School is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 



 How To Apply

The Blue Coat School Birmingham is committed 

to safeguarding and promoting 

the wellbeing of children and young people 

and expects all staff and volunteers 

to share this commitment.
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Applications must be made on The Blue Coat School Application Form and must include details 

of two referees, one of which should be a current or most recent employer.  Application forms 

can be obtained from the school website. 

 

Application forms, together with a supporting letter should be returned to Mr Noel Neeson, 

Headmaster of The Blue Coat School, by noon on Thursday 16 June.  Short-listed applicants will 

be interviewed on in the following week.  In addition to a formal interview, applicants will be 

taken on a tour of the school. 

 

At interview applicants must provide original documents to confirm their identity and right to 

work in the UK. They must also bring proof of qualifications where relevant for the post. The 

documentation required by applicants is listed in the Recruitment Policy which is available on 

the school website and from the school.  

 

The post is subject to a satisfactory enhanced DBS check (including a Barred List check), a 

satisfactory medical fitness declaration and satisfactory references. References will be sought 

prior to interview.  

 

Further details about the school are available on the school website: 

www.thebluecoatschool.com. 

 

Application forms can be returned by e-mail to recruitment@thebluecoatschool.com or by post 

to The Blue Coat School, Somerset Road, Edgbaston, Birmingham B17 0HR. 

 
The Blue Coat School Birmingham is committed  

to safeguarding and promoting  

the wellbeing of children and young people  

and expects all staff and volunteers  

to share this commitment. 

http://www.thebluecoatschool.com/
mailto:recruitment@thebluecoatschool.com?subject=Job%20Application

