TAUPO-NUI-A-TIA COLLEGE
JOB DESCRIPTION – Principal’s Personal Assistant
This position is primarily the Principal’s personal assistant.  The position includes other administration/secretarial tasks for the Senior Administration Team.
The Principal’s PA is responsible for a wide range of challenging secretarial/administrative duties often of a confidential nature. This position also includes the Taupo-nui-a-Tia College Board of Trustees Minute Secretary.
Hours of Work

Normally 40 hours per week for 41 weeks per year, during the weeks of the school terms, though may include other times by negotiation with the Principal, during the school holidays.
PERSON SPECIFICATION

The person appointed will:
· Be an effective time manager
· Be able to maintain confidentiality

· Have excellent communication skills

· Have a sense of humour

· Have the ability to prioritize 
· Enjoy working with people
· Be able to work well as a member of a team

· Have excellent computer skills
· Have the ability to be flexible and able to multi- task
REMUNERATION

Remuneration rates are fixed by the School Support Staff Collective Employment Contract.

TAUPO-NUI-A-TIA COLLEGE

Principal’s Personal Assistant
Position:

Personal Assistant to the Principal

Responsible to:

The Principal.  

Personal Qualities:
Loyalty, discretion and confidentiality are essential and assumed.

Police Vetting:

The Board of Trustees is required by the Education Act 1989 amended by the Education 



Standards Act 2001 to have a Police Vet carried out for this position.

Key Tasks:

-     Secretarial/administration tasks for the Principal
· Principal’s data processing

· Secretarial/administration tasks for the Senior Management Team.

· Board of Trustees Minutes Secretary

LIST OF DUTIES/TASKS

ADMINISTRATION

	TASK
	EXPECTED OUTCOME

	Management of Principal’s diary and appointments

· Diary is checked beginning of each week and both Principal’s and PA’s diaries are synchronized

· The Principal is informed as soon as telephone appointments are made – documentation relating to meetings is available beforehand

· The Principal has easy access to the PA’s diary


	The Principal’s day runs smoothly and appointments generally run to time.

	College Mail
· Pick up from Post Office box first thing daily.

· Distribute as necessary

· Emails cleared morning and afternoon daily


	Mail is delivered promptly to the correct person.



	Telephone
· Answer all incoming calls for the Principal, schedule appointments as necessary and/or relay calls to the Principal, having first ascertained the caller’s identity and nature of call.


	All calls are reasonably screened and the Principal is kept free from unnecessary calls.

	Filing
· Files are kept up to date.
	Information requested by the Principal is readily available.

	Staff and Student requests

· Handle staff and student requests appropriately and direct them to the right source if it is inappropriate for the Principal to be involved.
	The Principal’s day is not taken up with unnecessary detail.

	Interviews, meetings and functions
· Arrange interview schedule, interview panel and venue for staff appointments.

· Arrange refreshments for meetings when required.


	Interviews for staff run smoothly.

Board of Trustees functions and other promotional meetings are hosted to run smoothly.

	KAMAR Student Management system

· Be familiar with aspects of the KAMAR system.  Training ongoing at regular intervals.

	Relevant data is kept up to date and managed smoothly.

	Teacher Registration Status

· Check the register monthly and alert staff to expiry dates.

· Give website to staff whose registration is due to expire within two months for renewal forms to be downloaded and process begun.

      www.teacherscouncil.govt.nz

	All staff are fully registered.

	Trophy Cabinet
· Keeping data sheet of all trophies

· Arrange engraving – sports champions, senior/junior prizegivings, miscellaneous

· Keep trophies cleaned.


	Trophy cabinet is organized and attractive 

	Staff Welfare – presentation fund
· Arrange for payment by each staff member of $20.00 per annum – this goes towards gifts, flowers, fruit etc when staff are ill, hospitalized or leave the college.


	Gifts and presentations to staff are actioned appropriately under the guidance of the Deputy Principal.

	Leader badges

· Head Student, Senior Executive and House Leader badges are

       on hand for beginning of year.


	A reasonable supply of these are kept on hand – Principal holds these and will request more when needed (Precision Badges).

	Advertising
· Vacancies, public notices and student successes published in Taupo Times and The Weekender
	That the Taupo public know in advance dates for parent evenings, prizegivings, parent/teacher evenings etc.

Any vacant positions in the College are advertised.



	Publicity

· Assist with publicity of the college in local papers and other media.  Arrange photographs, media releases, co-ordinate interviews with local reporters etc.
	The profile of the college is kept to the forefront of the community by exposure in local and wider media.


DATA PROCESSING

	Data Bases
· Student successes in Sports and academic results entered on data bases (G Drive.)
	Data gleaned from NCEA results, newspapers, parents, Sports Director means our data bases are up to date and can be used when criteria and statistics are required in reporting.



	Newsletters
· College newsletters, twice a term.  Information including Principal’s message (front page); academic issues (Assistant Principal); Cornerstone Values (Principal); parent/teacher meetings (Assistant Principal); up coming events (staff); student successes (data bases); sports results and report (Sports Director) term calendar (Assistant Principal) etc.
· Posted out with student statements of accounts. (Liaise with Executive Officer).


	Parents are informed of school news and happenings.


	Certificate printing

· TNT College Certificate of Achievement  (sports success, academic success, local events and achievements)

· TNT College Certificate of Attainment (Junior and Senior Prizegivings).


	Student success in all areas is recognized.

	Prospectus

· Annual compiling of material for Prospectus, including updating information and staff qualification list.

· ‘Red tops’ data is correct and up to date. (SAT)


	Prospectus is ready for printing as required.



	Course Booklets – Curriculum Guides
· Year Level course booklets updated by Senior Managers and typed and compiled (same information as Courses provided in Prospectus) during Term II.
· Assessment outlines, Levels 1, 2 and 3 (same information as in Course Booklet, stating Achievement/Unit Standards required in course.)
	Course Booklets are ready for when enrolment procedures begin.

	Elections for Head Students

· Returning Officer for Head Students Elections at the beginning of each year.

	Head Students elected after Year 13 Leadership camp in February. 

	Prizegivings

· Sports Prizegiving – Invitations, programme, certificates (as required by the Sports Director)

· Junior Prizegiving – invitations, programme, certificates, book plates (as required by the Junior Deans)

· Senior Prizegving – sponsor request letters, invitations, programme, certificates, book plates, thank you to sponsors letters (as required by the Deputy Principal).

	Taupo-nui-a-Tia College Prizegivings are well organized to run smoothly.

	Staff Vacancies

· Advertisement placed in Education Gazette

· Advertisement in local papers (for Support Staff)

· Letters to unsuccessful applicants/ letters to unsuccessful applicants after an interview

· Return CVs where required.


	Due process for successful and unsuccessful applicants to positions in the College is followed.

	Administrative Typing – documents include, but are not limited to
· Data used from spreadsheets, power points, word documents, basic data bases to assemble newsletters, reports, fliers, web documents and presentations.

· Education reviews

· ERO reports

· General correspondence, reports and meeting minutes for Senior Managers, as required

· Job descriptions

· Memos to staff

· Ministry of Education reports

· Organisation and Responsibilities  - list of faculties personnel, councils personnel, staff responsibilities etc

· Letters for Principal

· Staff phone and address lists (update each term)

· Subject Reports (when required for discipline meetings)

· Taupo-nui-a-Tia College Policies

· Term Calendar

· Testimonials (for staff and senior students)

· The Charter

· This Week Next Week, (weekly happenings for staff)


	All documentation is presented, saved and filed in a professional manner, free of formatting, grammatical or spelling errors, and are able to be produced on demand.


BOARD OF TRUSTEES MINUTE SECRETARY

	Board of Trustees Meetings
· On the Thursday before the scheduled BOT meeting (normally the third Tuesday of each month), collate the agenda, including the minutes of the previous meeting, the Principal’s report, Student representatives report, Staff representatives report (Councils), property report and any other information required for the Board meeting.  The pack must be posted before the weekend, to allow the members time to have read the information prior to the meeting.

Record Minutes

· Attend all Board of Trustees monthly meetings and record the minutes as the meeting progresses.

Complete and distribute minutes

· Edit the minutes as recorded and write the letters requested.  Gain Principal’s approval (or otherwise), amend of necessary, and send out to all Board members.


	Board members have information pertaining to the meeting in plenty of time.

Essential information is recorded.

Minutes produced and actioned as soon as possible after the meeting.

	Stand down, Suspension, Exclusion and Expulsion
· Follow Ministry of Education administrative guidelines on serious discipline matters.

	Ministry of Education obligations are fulfilled.

	Board of Trustees Elections
· Student Representative election held annually in September – refer MOE guidelines.   Date determined by Senior Admin Team.  Election run accordingly.

· Parent Elections held biannually, April and September. Refer MOE guidelines.  Date determined by MOE and election run accordingly.


	Elections are run according to Ministry of Education guidelines.


