
Headteacher’s PA and Office 
Manager
June 2025

37 hours per week, 39 weeks (Term-Time 
only plus 5 INSET days)

£23,825 to £26,437 (dependent on 
service and experience)



Thank you for your interest in joining Central England Academy 
Trust as the Headteacher’s PA and Office Manager at Higham 
Lane North Academy.





Headteacher’s PA and Office 
Manager 

Are you seeking a career that is not only meaningful and purposeful but 
also has a lasting impact on children's lives?

Do you thrive in a dynamic, fast-paced environment where each day 
brings new challenges and opportunities?

Are you highly organised, adaptable, and skilled at communicating with 
a diverse range of individuals, including pupils, staff, and families?

If so, we have an exciting and rewarding opportunity for you to join the 
founding team of Nuneaton’s brand-new secondary school as our 
Headteacher’s PA and Office Manager. In this pivotal role, you’ll be at the 
heart of the school’s operations, working closely with the Senior Leadership 
Team to deliver essential services that support both pupils and staff.

Main Purpose: 

As a key member of the Leadership Team, you will work closely with the 
Headteacher to provide comprehensive and confidential support. You will 
represent the Headteacher as needed, serve as an ambassador for the 
school, and assist in the overall leadership and management of the school. 
Additionally, you will oversee the management of the school Receptionist 
during the first year. As Attendance Officer, you will play a crucial role in 
maintaining the school’s standards and operations. You will also be 
responsible for completing various clerical and administrative tasks and 
managing a small budget.



Please complete the Application Form, as well as the Equality Details Form, that you 
will find on the School’s website (www.hlna.co.uk) and email them to jobs@hlna.co.uk, 
indicating in the message title the post you are applying for. If you would like to have 
a chat about this post, please contact Kirstie Robinson, Headteacher Designate, on 
024 7638 8123. 

The closing date for applications is midday, Tuesday 8th April 2025
Interviews will take place on Tuesday 29th April 2025 

Please address the following points when completing the ‘Additional Information’ 
section of the application form: -

•Why you feel your personal qualities and experience make you an excellent candidate 
for this position. 







• Provide confidential support to the Headteacher, representing them in various contexts.
• Serve as an ambassador for the school, maintaining a positive image and reputation.
• Assist in the leadership and management of the school, ensuring smooth operations.

• Directly supervise a small team that will grow over time.  In the first year this will include a 
School Receptionist, providing leadership, guidance, and support.

• Manage recruitment, performance reviews, work allocation, and ensure the quality of work.
• Foster a positive, collaborative environment for the administrative team.

• Take direct responsibility for managing a small budget, ensuring accurate monitoring and 
accounting for expenditure.

• Support the effective allocation of resources to meet the school’s needs.

Leadership and Support

Supervision and Management

Financial Management 

Physical and Confidential 
Resource Management:

• Oversee the careful, accurate, and confidential handling of physical and digital 
resources.

• Ensure the secure processing of information, always maintaining confidentiality.



• Contribute to the wellbeing of individuals and groups within the school community, 
considering the physical, mental, and social aspects of health and safety. 

• Help create a safe and supportive environment for all stakeholders.

• Provide key support for the school by fulfilling essential roles such as First Aider, Mental 
Health First Aider, and Fire Marshal.

• As part of a rota with other administration staff, assist with break and lunchtime duty cover 
and manage lesson changeovers.

• Assist with the organisation of key school events such as Open Day and Prize Giving 
providing administrative support as needed.

• Support the management of email and written correspondence for the relevant manager, as 
directed by the Headteacher.

• Keep school policies up to date and share them through the appropriate platforms (e.g., 
website, SharePoint) in line with external guidelines (e.g., GOV.UK).

• Ensure the school website and related social media platforms are current and aligned with 
relevant guidelines. Collaborate with staff to collect news items and post them to promote 
the school.

• Organise and coordinate visits from external parties, ensuring a welcoming environment on 
behalf of the Headteacher and SLT.

• Provide administrative support to the Data Protection Officer (DPO) on GDPR matters, 
particularly in relation to Subject Access Requests (SARs).

• To ensure that appropriate cover arrangements are made. 
• Liaise with staff in the planning of Educational Visits offering advice and support where 

necessary.

• Manage office support functions, incoming enquiries, and supporting with reception duties 
efficiently, taking independent action to resolve administrative matters, including those 
related to pupil welfare, where specialist expertise is not required.

• Conduct research and information-gathering tasks, liaising with relevant officers, external 
agencies, and bodies as needed.   For instance, SAR’s, Behaviour Panels, Workforce Census, 
Pupil Census and so on.

• Provide full secretarial and administrative support, including word processing, filing (both 
electronic and manual), dictation, agenda creation, and minute-taking for meetings if 
required by the Headteacher and other SLT members.

• Leverage ICT to improve efficiency and service quality, including the maintenance and 
accuracy of school databases (e.g., pupil and staff records) and the use of relevant software.

• Ensure compliance with financial procedures, including managing a small budget, 
authorising minor expenditures, and negotiating with external suppliers to ensure value for 
money.

Responsibility for Wellbeing:

Supporting senior leadership 

Leading Administration 



 Oversee the administration systems, processes, and routines, 
continuously improving and implementing necessary changes.

 Prepare and respond to complex enquiries, produce reports, and collect 
and analyse relevant data.

 Develop, manage, and maintain both electronic and manual filing and 
record-keeping systems to ensure accuracy and accessibility.

 Supervise and manage a small team of clerical/admin staff, ensuring 
effective administrative support across various activities. This includes 
overseeing recruitment, performance management, and work allocation.

Note: These are broad descriptions of typical duties and activities associated 
with this role. They are not intended to provide an exhaustive list of 
responsibilities.



• Minimum of GCSE (or equivalent) English and Maths at 
grade A – C/ grades 4 - 9

• Hold an appropriate qualification, equivalent to NVQ Level 3 
or be qualified by experience

• Good communication and listening skills
• High level of written and oral skills
• Competent in use of ICT and office equipment / packages 
• Good standard of typing/word processing and shorthand
• Excellent communication and interpersonal skills that are 

adaptable to the needs of the audience e.g. students, parents, 
colleagues or external professionals 

• Be highly organised and meet deadlines 
• Able to plan, prioritise and organise own work and that of others 
• Ability to maintain confidentiality at all times

• Experience of managing others and able to lead and guide 
others.

• Previous secretarial/PA experience 

• Good time management
• Flexibility 
• Set a good example by one’s own presentation, personal 

and professional conduct  
• Willingness to undertake relevant training
• Team player

• Knowledge of specialist schools’ systems – e.g. SIMS, etc.
• Knowledge of school policies, systems, procedures and protocols and 

services provided
• Be fully aware of responsibilities relating to the duty of care 








