Heretaunga College

PRINCIPAL’S PERSONAL ASSISTANT POSITION
Personal Qualities:

We are seeking a person who has…

· a strong work ethic.

· a personable disposition with excellent interpersonal skills and can communicate effectively across all levels.

· a discreet and tactful manner.

· strong IT skills with superior word processing skills

· flair in print media and web design

· self motivation.

· sound judgment.

· reliability.

· resourcefulness.

· flexibility.

· good presentation.

· initiative.

· an ability to work with others.

Tenure
The appointment is for 37.5 hours per week (term time only) with some school holiday hours to be worked
Hours of Work
Monday – Friday between the hours of 8.00am and 4.0pm with a half hour lunch break.

Salary
Negotiable depending on skills and experience but based on Administrative Grade C of the Support Staff in Schools Collective Agreement.
Start Date
19 January 2012

Applications
Should include a covering letter, with CV, and include the names and contact numbers of three referees, one of whom should be the current / recent employer.


Applications close at 4pm on Tuesday, 8th November with 


The Executive Officer


Heretaunga College


Ward Street


Upper Hutt 


Fax 939 9371


Ph 939 9370


Email driscollc@heretaunga.school.nz
 HERETAUNGA COLLEGE JOB DESCRIPTION

NAME:

POSITION:


Principal’s Personal Assistant
RESPONSIBLE TO:

Executive Officer and Principal 


The Mission Statement 

                                                                  
A learning environment of opportunity and challenge
PRIMARY OBJECTIVES: 

1. To work closely with the Principal to ensure that the office of Principal is efficiently and professionally managed 

2. To fulfil the role of Secretary to the Board of Trustees including acting as Returning Officer for Board elections

3. To ensure enrolment procedures for students and their caregivers are completed in a timely, efficient and positive manner.

4. To manage processes related to students including option selection, sign out and disciplinary matters effectively and in compliance with legislative requirements.

5. To develop, implement and manage marketing strategy, materials and events to promote the College both domestically and overseas. 

	KEY TASKS
	OBSERVABLE EXPECTED RESULTS

	SECRETARIAL
1. To manage the office of Principal efficiently and professionally.


	a. Screen and manage all calls, emails and visitors and refer to other staff or respond where appropriate

b. Receive and distribute all mail.  Draft responses or schedule where necessary for Principal’s attention.

c. Manage the Principal’s diary, schedule appointments and meetings, plan and book travel arrangements for Principal and staff.

d. Undertake research and prepare correspondence, reports, newsletters and presentations and keep minutes of meetings as directed by the Principal.

e. Review, update, develop and manage efficient office systems, files and processes

f. Liaise with staff, caregivers and outside agencies as required.

g. Source and order supplies for the Principal and PA following College purchasing procedures and within budget.

h. Manage recruitment processes for teacher vacancies and update staff lists including teacher registration as required.

i. Arrange for Honours Board to be updated annually.

j. Archive student records and respond to requests for archived material.



	 BOARD OF TRUSTEES SECRETARY
2. To provide secretarial support to the Board.


	a. Prepare and circulate agenda, copies of correspondence and meeting papers.

b. Attend meetings and take minutes.

c. Draft correspondence and provide word processing services as needed.

d. File all Board papers.

e. Maintain and update Governance manual as necessary.

f. Act as Returning Officer for Board elections.

	KEY TASKS
	OBSERVABLE EXPECTED RESULTS

	STUDENT ENROLMENTS
3. To manage enrolment procedures.


	a. Prepare, update and mail out Prospectus and enrolment form to all Year 8 students at local intermediates.

b. Organise and advertise Open Evening.

c. Enter enrolment details, schedule and mail out interview appointments with reminder calls for Year 8 students.  

d. Respond to enrolment inquiries for all Year levels, schedule interviews, update ENROL database and maintain student files



	STUDENT PROCESSES
4. To manage student processes.


	a. Prepare, distribute, collect and enter student data from option forms and to assist Senior Leadership Team in identifying and rectifying missing returns.
b. Liaise with students and caregivers to ensure leaving processes completed.  Student management and ENROL database updated.

c. Prepare testimonials and leaving certificates as required.

d. Manage disciplinary processes as required in liaison with Senior Leadership Team and ensure all necessary correspondence, paperwork and communication is completed, distributed and filed.

e. Prepare documentation as needed for International Students in liaison with International Department and Executive Officer.

f. Manage caregiver access to web portal including supply of user name and password.


	MARKETING

5. To promote the College.


	a. Develop and implement a marketing strategy for both the domestic and international markets in liaison with the Principal.

b. Maintain and update the College website.  Develop and update marketing materials including the prospectus.

c. Plan, organise and advertise events in liaison with the Senior Leadership Team.  



	PERSONNEL
6. Communicate effectively with College staff.


	a.   Develop and maintain good working relationships with fellow staff members.

Liaise and work with other Administration team members as required.



	OTHER

7.   Carry out requests of Executive Officer and Senior Leadership Team
	a. Other duties carried out efficiently and promptly as requested by Executive Officer and Senior Leadership Team.




