JOB ADVERT
PERSONAL ASSISTANT TO THE

HEADTEACHER

This is a unique opportunltg for PU.Pi.I.S from

Year 6 to support Mr Harris in the dag to d,o,g
running of the school, together with an
opportu.n'ttg to 'Lnf[u.ence its stro,teg'Lc direction. The role will

include meet'mg and greeti.ng visitors and condu.ct'mg tours of

the school.

The Headteacher's Personal Assistants will need to:

. Be cheerfu[ and reliable

. Be committed to the school's u.nlform policg
. Be confident and possess good interpersonal skills

. Have excellent communication skills, both when speala'mg and

listening
. Have 9ood orgo.ni.so,t'tonal and time management skills
. Possess computing, Engl.ish and mathematical skills
. Be well organised and capable of working on their own
initiative
. Have a good eye for detail
. Be co.pab[e of worle'm.g to deadlines




