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1st November 2022 

 

Dear Candidate, 

 

Thank you very much for your interest in the permanent PA (Personal Assistant) role for the Executive Headteacher.  This office  

position is based at Christ the King Catholic Academy but does require occasional work and engagement with staff at our St Cuthbert’s 

site.  It offers line management responsibilities.  We hope that this position offers a great opportunity for office assistants currently in a 

school, or those wishing to come into education from industry or business.   

 

I have been Executive Headteacher across our two primary school sites for six years and prior to that I was the Headteacher at Christ 
the King.  The leaders, staff, pupils and I have worked hard over this time to move our schools forward.  Our schools are two of the 

three founding members of the only Catholic Multi Academy Trust in the area, the other was St Mary’s Catholic Academy.  In 

September of this year we expanded the trust to include another four local primary schools (St Kentigern’s, St Teresa’s, St Mary’s 

Great Eccleston and St Wulstan’s and St Edmunds)..  It is an exciting time to join our family of schools. 

 

Christ the King and St Mary’s Catholic Academies are uniquely co-located on the same site, in new, or newly refurbished buildings, 

following a large capital programme.  The parish church of Christ the King is also on the same site.  This special partnership, along 

with our network with other local Catholic schools in the Blackpool area, continues to strengthen both the practice and faith 

development of our school.  

 

The successful candidate will work within the Christ the King school office.  The role is a complex one involving admin support for the 

Executive Headteacher (processing and managing the recording of staff absence, supporting with confidential governor meeting 
preparation, maintaining the school’s single central record) alongside line managing office staff (across two sites) whilst welcoming 

parents and pupils into the school in the morning, taking phone calls about absence and other confidential messages.   

 

We have recently changed our MIS, Personnel and Finance systems within the trust.  We now use Bromcom and Access (People and 

Education Finance).  Our parents use an application called “My child at school” (MCAS) to pay for services we provide. 

 

Alongside this there are other basic administration tasks such as drafting letters, updating pupil & staff  records, welcoming visitors and 

distributing mail.  The successful candidate will also have responsibility for admissions to the school, co-ordinating the induction 

process and preparing welcome packs for families as well as dealing with nursery enquiries including Early Years’ Entitlement funding 

and billing. 

 

The communities we serve at both schools are  very special.  Family life for many of our children and their families, is a struggle.  Our 

mission here is to provide a safe place that is filled with fun, laughter, enjoyment and discovery.  We work alongside families to remove 
any barriers to learning their child may have and ensure all pupils achieve their full potential.  

 

We are also highly committed in our school to raising levels of achievement and attainment.  We look to the successful office candidate 

to work in partnership with the whole staff team to support and drive this aim forward.    

 

In June 2017 Christ the King was graded “good” with a number of exceptional features by Ofsted:  

“Central to improving the lives of pupils is the care and support (school) provide(s) to children and their families.  It is evidence that all 

school leaders and staff share this ambition.”  

 

In September 2017 St Cuthbert’s was also graded as good by Ofsted 

“Pupils are well behaved around school and in lessons. They value the work their teachers do and feel very much part of a school 

family.” 
 

We are rightly very proud of these achievements but are now focused on our journey beyond these grades.  An effectively run school 

office is critical to us maintaining similar or achieving even better judgements in the future.  We believe that our school community 

provides an opportunity like no other!   We have a friendly staff, high quality professional development opportunities and a strong 

collegiate ethos.  These factors together make our schools a great place to work.    

 

Kind regards,  
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Sarah Smith 

Executive Headteacher 

 

Personal Assistant to theExecutive Headteacher 
 

Person Specification 
 

The Governors of Christ the King Catholic Academy and St Cuthbert’s Cathoilc Academy are seeking to appoint 

a high quality candidate whose professional and personal profile most closely matches the specification given 

below: 

 

Knowledge 

 
● Good prior educational attainment at a minimum of A-level or NVQ3 in an appropriate vocational area 
or HNC/HND. 
 

Skills 

 
● Good literacy, numeracy skills and ICT skills. 
● Excellent interpersonal skills. 
● Effective organisation skills. 
● Confidence to work independently. 
 

Experience 
 

● A minimum of two years’ experience working within a school or other relevant environment. 
 

Attitude/Approach 
 

● A calm manner is essential, as is a good sense of humour. 
● A willingness to be part of the whole academy and to contribute to its ethos. 
● When appropriate - use initiative and make decisions or seek help if unsure. 
● Flexibility, reliability and honesty. 
● Understand the need for confidentiality. 
● An excellent attendance and punctuality record.  (Please note that excellent attendance is considered 
to be 95% attendance over the past two years.  Governors will take note of one off illnesses/absences and 
individual circumstances). 
 

Evidence will be drawn from: 
 

● Letter in support of application. 
● Application Form. 
● Response to questions during interview. 
● Practical task. 
● References. 
 

Letter of application should be: 
 

● Clear, concise and well presented. 
● Describe how you would ensure you will be successful in this new post if appointed. 
● Be no more than two sides of A4 in length. 
 

 

 

 

 

 



 

 

JOB DESCRIPTION:  PERSONAL ASSISTANT TO THE EXECUTIVE HEADTEACHER  

SALARY SCALE:   NJC TERMS & CONDITIONS – Grade E (Points 12-17) 

RESPONSIBLE TO:  EXECUTIVE HEADTEACHER 
 

 

CORE RESPONSIBILITIES 

 
The Academy’s support staff provide high quality administrative, clerical and technical support to assist the Academy in 

implementing its Mission and Vision.  The postholder is responsible for the provision of high quality organisational, 

administrative and clerical systems and secretarial support for the Executive Headteacher. 

 

Key Outcomes 

 

1. A caring, Catholic ethos built on high quality relationships. 

 
2. High quality administrative and clerical process, system and support. 
 

These key outcomes will be achieved by: 
 

A. Providing Management & Organisation Support for the Executive Headteacher by: 

 
♦ Taking the initiative in moving tasks and projects forward in an 
appropriate and professional manner after being provided with an initial brief by the Headteacher, for example: 

 
● Co-ordinate meetings, interviews and other events internally, source external venues as required, undertaking 
all arrangements for rooming, hospitality, accommodation and refreshments. 
● Issuing of invitations and preparation of academy events as appropriate. 

 
♦ Liaise with senior leaders, other schools, governors, directors and other 
external bodies on behalf of the Executive Headteacher, and when required act as the first point of contact.   

 
♦ Provide the Executive Headteacher with confidential administrative 
support, such as the preparation of staff discipline/sickness absence/capability/dismissal correspondence and reports 
and salary/sickness absence data reports for all staff. 

 
♦ Line Manage the schools’ Office Assistants (across the two primary school 
sites) including their appraisal and professional development opportunities.    
♦  
♦ Managing the Executive Headteacher's post (paper based) by prioritising correspondence, responding to queries 
and filtering unnecessary queries.  Ensure allocation of correspondence to appropriate members of the Senior 
Leadership Team and other staff within the academies. 

 

B.  Implementing Appointment Procedures by: 

 
♦ Taking responsibility for organising and managing the processes for 
recruiting, selecting and appointing staff, including: 
● the forming and placing of adverts 
● the preparation and distribution of application packs 
● the co-ordination of related administrative tasks, i.e. DBS clearances and 
the issuing of contracts of employment 
● entering details on MIS and Personnel databases  

 
♦ Maintaining the accuracy of the MIS and Personnel databases including 
the annual production of staff data check sheets 

 



♦ Liaise with personnel and payroll to resolve queries on behalf of staff in 
relation to concerns regarding salary, terms and conditions of employment and any other general enquiries. 

 
♦ Maintain and keep up to date the Single Central Record for Christ the King 
and St. Cuthbert’s Catholic Academies 

 
♦ Liaise with external agencies on a regular basis including School 
Admissions; Early Years Funding Team; Business Intelligence 

 

C.  Implementing Student Admission & Exclusion Procedures by: 

 
♦ Co-ordinate the pupil admissions process in line with Governors’ criteria, 
and provide related information to support the decision-making process in liaison with the Central Admissions Team  

 
♦ Administering the exclusion process in the production of exclusion letters, 
exclusion data, statistics and other administrative support as required including entering exclusion information onto the 
MIS database 

 
♦ Maintain accurate information on the Management Information Systems, 
including billing  & all other external systems in use by the academies and manipulate the data contained within for the 
production of management reports, and statistical information to feed into Governors’ reports and meetings. 

 

D. Undertaking General Administrative & Clerical Duties including: 

 
♦ The preparation of data for the Executive Headteacher’s Report to Governors and other documents using a wide 
range of ICT facilities to enhance the professionalism of correspondence issued and to continuously improve the service 
provided to colleagues, directors and other outside agencies 

 
♦ Manage the Christ the King Catholic Academy’s email inbox and where 
appropriate, acknowledge emails and written correspondence and arrange and monitor responses to queries. 

 
♦ Managing the PTFA bank account, alongside the Treasurer, processing 
claims and issuing cheques. 

 

 

 

This post is subject to: 

 
● completion of CES (Catholic Education Service) application form and signature of contract. 
● a clear DBS (disclosure & Barring Service) form the CRB. 
● Medical clearance and, 
● Verification of your qualifications and National Insurance number. 

 

 

S. Smith 

September 2022 

 
 

 


