
      

JOB ADVERT 
PERSONAL ASSISTANT TO THE 

HEADTEACHER 
This is a unique opportunity for pupils from 
Year 6 to support Mr Harris in the day to day 
running of the school, together with an 
opportunity to influence its strategic direction. The role will 
include meeting and greeting visitors and conducting tours of 
the school. 
                                                  

The Headteacher’s Personal Assistants will need to: 

• Be cheerful and reliable 
• Be committed to the school’s uniform policy 
• Be confident and possess good interpersonal skills 
• Have excellent communication skills, both when speaking and 

listening 
• Have good organisational and time management skills 
• Possess computing, English and mathematical skills 
• Be well organised and capable of working on their own 

initiative 
• Have a good eye for detail 
• Be capable of working to deadlines 

 

    


