
  
 

 

Post title: PA to Principal (term time + 2 weeks per year) 

School:                          Avanti Fields School - Leicester 

Salary:  £18,000 FTE (pro rata) 

The Role  

The Principals’ PA will work with the Principal and the School team in ensuring Avanti Fields 

provides an outstanding education for all students, rooted in the inclusive and distinctive ethos 

of the Avanti Schools Trust.  

The successful candidate will play a key role in supporting the school’s vision to nurture each 

pupil on their own journey of self-discovery, based upon the three key pillars of Educational 

Excellence, Character Development and Spiritual Insight.  

Avanti Fields School is a new all-through school which welcomed the first intake of Year 7 
pupils in September 2018. The school will grow incrementally year by year to a full cohort of 
1,320. This is an exciting time to join the school as it continues its journey to outstanding.  
 
Avanti schools are Hindu-designated faith schools. However, all staff members at Avanti 
Fields School will not be required to present themselves from any specific faith background 
and there will be no preference given in this regard. Applications are very welcome from 
practitioners of any faith and of none. The successful candidate will, however, be expected to 
be in sympathy with the unique ethos and vision of the School – following closely the expected 
behaviours laid out in the Ethos Handbook.    
 
The key responsibilities laid out here are those which will be assumed by the successful 
candidate upon appointment. 
 
Main purpose of the job  

The PA to the Principal is a “front of house” role on which requires high levels of emotional 
and social literacy, high integrity and confidentiality. The successful candidate will work closely 
with the Principal in providing a support as well as leading and taking responsibility for key 
strategic areas of the school function within data and HR.  
 
Duties & responsibilities  

• Manage the Principal’s diary 

• Overseeing the School calendar 

• Leading on the organisation of recruitment process; liaising with the Central HR team; 

managing interview days 

• Managing parent communication; collating and disseminating the school newsletter; 

managing the organisation of parent evenings and events. 

• Supporting the Principal and Business Manager in marketing strategy; liaising with the 

press; managing the school social media output. 

 

 



  
 

Data management 

Work with the Lead Teacher for Data and assessment to: 

▪ Manage student assessment and curriculum data ensuring student reports are accurate 

and produced and despatched in line with the School calendar 

▪ Maintain tracking systems of student achievement data for use by a range of staff to 

support student tracking, target setting and measurement of outcomes  

▪ Advise managers and colleagues in relation to deadlines for data requirements  

▪ Produce clear, concise and accurate information to managers to assist in raising 

standards within the school 

▪ Oversee all data returns to relevant government bodies and other organisations as 

required  

 

This job description is not your contract of employment or any part of it. It has been prepared 
only for the purpose of School organisation and may change either as your contract changes 
or as the organisation of the School is changed. Nothing will be changed without consultation. 

 



  
 

PA to Principal 

Person Specification 

Essential  

Education and Experience 

a) High level of literacy and numeracy skills (may be tested at interview). 

b) Qualified to level 2  in English and maths or equivalent adult literacy and 
numeracy qualification 

c) Excellent ICT skills (internet, word processing, databases) (may be tested 
at interview). 

d) Experience of development, management and operation of administrative 
systems (eg SIMS) (may be tested at interview). 

e) Previous experience as PA/Administrator 

Desirable 

f) Some experience of working in an administrative or PA capacity in a 
school 

Knowledge, Skills and Abilities  

g) Highly organised, ability to manage own workload and work on own 
initiative to meet deadlines. 

h) Excellent manner with all stakeholders including the ability to de-escalate 
and solve problems. 

i) Understand and work to a high integrity and high confidentiality model. 

j) Demonstrates initiative and takes personal responsibility for completion of 
tasks 

k) Ability to work constructively as a team, understanding school roles and 
responsibilities and the post holder’s position within these. 

l) Flexibility -able to work independently and collaboratively, either as team 
lead or as part of team. 

m) The ability to anticipate and problem solve using a positive and solution 
driven approach 

n) Resilience and motivation to support the Principal and school team. 

o) Ability to produce and record clear, concise and accurate information. 

p) Ability to self-evaluate learning needs and actively seek learning 
opportunities.  

q) Full working knowledge of relevant policies/codes of practice and 
awareness of relevant legislation 

r) To be responsible for promoting and safeguarding the welfare of children 
and young people within the school.  

 


