
Personal Assistant to the 
Headmaster 
Candidate Information Pack



To provide high quality, confidential PA support to the 
Headmaster and to offer secretarial support to the 
Deputy Heads.   

Closing date: noon on Monday 24 August 2020 

INTRODUCTION

Reporting to
HEADMASTER

Contract type
FULL TIME

Salary
UP TO £36,000 PA PRO-RATA 
(ACTUAL UP TO £31,000), 
SUBJECT TO QUALIFICATIONS 
AND EXPERIENCE

Key facts about the role:

Holidays
THE POST IS FOR TERM TIME 
ONLY PLUS 20 DAYS DURING 
THE SCHOOL HOLIDAYS 
AS AGREED WITH THE 
HEADMASTER

Pension
CONTRIBUTORY 
STAKEHOLDER PENSION 
SCHEME

Hours
MONDAY TO FRIDAY 40 
HOURS PER WEEK, WITH 
ONE HOUR FOR LUNCH, 
ALTHOUGH FLEXIBILITY IN 
WORKING ARRANGEMENTS 
WILL BE REQUIRED.  
OCCASIONAL SATURDAY 
WORKING WILL BE REQUIRED 
FOR OPEN MORNINGS.



THE SCHOOL

Belmont
Belmont is a co-educational preparatory day school in Mill 
Hill and one of four schools that comprise The Mill Hill 
School Foundation. The school is set in 30 acres of the Mill 
Hill conservation area on the edge of the green belt and is 
over-subscribed. Some 550 pupils are on roll, aged from 7 to 
13. Belmont has an excellent academic reputation and 
provides a happy and friendly environment in which pupils 
enjoy learning; the extra-curricular programme is extensive 
and of high quality.  

Entry at 7+ is automatic from our pre-prep Grimsdell and 
selective for external candidates.  Entry at 11+ is selective 
and gives automatic transfer to Mill Hill, the senior school, at 
13+.  Approximately 90% of pupils transfer; the remaining 
pupils are successful in gaining entry to other independent 
schools in North London and beyond.  

The school achieves high academic standards with a 
significant number regularly achieving academic, music, art, 
design, drama and sports awards. The School has a strong 
reputation for the quality of its pastoral care and for the very 
good personal development of the children. In our 2020 
inspection, the inspectors found all aspects of the School’s 
provision to be excellent. We wish to maintain and build on 
the standards currently achieved and the successful 
candidate will play a key role in helping the School achieve 
its aims.

Further details about the School can be found on the 
website at: millhill.org.uk/belmont 

The Mill Hill School Foundation Ethos 
The Mill Hill School Foundation 
educates boys and girls from 3–18, 
seeking to equip them for life, both 
now and in the future.  

Our stimulating academic environment 
and numerous activities outside the 
classroom encourage learning and 
personal growth. We are committed to 
the development of every pupil and 
believe that our friendly and supportive 
community helps this to happen. We 
seek as a Foundation to instill a love for 
learning which will last a lifetime whilst 
balancing this with a readiness to 
embrace change.

We are committed to the on-going 
professional development of all our 
teaching and support staff as well as 
the full induction and training of all 
new staff.

https://www.millhill.org.uk/belmont/


Main Duties and Responsibilities 

Administration
• Provide a full range of accurate and

professional secretarial and administrative
duties and to ensure the efficient and effective
running of the Headmaster’s daily business

• Maintain the Headmaster’s electronic diary,
arranging appointments and meetings as
appropriate and ensuring that he is adequately
briefed on matters to be discussed

• Take telephone calls on behalf of the
Headmaster and filter accordingly

• Receive and appropriately deal with all
incoming electronic communications to the
Headmaster’s general email address

• Draft as appropriate outgoing correspondence
(emails and letters) for the Headmaster

• Preparation of presentation materials and
forms for the Head and Deputies

• Receive the Headmaster’s post, date, stamp
and prepare for the Headmaster to action

• Organise the arrangements for the
Headmaster’s receptions prior to concerts and
plays, including contacting attendees,
producing lists of attendees for the
Headmaster and liaise with Catering Manager
about refreshments

• Communicate with teachers, heads of
department, academic staff, administrative
staff and support staff on behalf of the
Headmaster requesting information, making
appointments, giving information, etc

• Place advertisements for all new teaching and
non-teaching staff.  Receive applications,
acknowledge receipt, invite for interview,
organise schedule for interview, check
identities of interviewees and book all rooms
and refreshments needed for the day

• Maintain a log of the recruitment process,
ensuring that all appropriate letters are sent to
referees, referees are telephoned for
confirmation, and successful applicants
complete the necessary paperwork in line with
Safer Recruitment Regulations and have an
enhanced DBS check

• Prepare contracts for successful candidates
• Maintain the Single Central Register for

Belmont School and liaise with Human
Resources so they receive regular updates

• Maintain and keep secure all administrative 
filing including confidential filing of staff and 
pupil records

• Responsible for dates in the termly school 
calendar

• Attend and take minutes of weekly staff 
meetings. Distribute minutes after checking by 
the Headmaster

• Organise guest list for Parents’ Day and send 
invitations; prepare the Parents’ Day 
Programme and running order for the prizes 
for the Headmaster

• Provide secretarial support to the Deputy 
Heads, including the collation of important 
safeguarding records and information for the 
DSL

• Prepare and maintain a ‘Headmaster’s PA 
Workbook’ which lists all duties and when they 
should be actioned

• Manage the Head’s Commends
• Maintain a high degree of confidentiality

General
• Participate in training and development 

activities and programmes, and attend and 
participate in meetings as required

• Comply with, and assist with the development 
of policies and procedures, and report all 
concerns to an appropriate person, in respect 
of:
• Child protection
• Health, safety and security
• Confidentiality
• Data Protection

• Perform any other duties as requested by the 
Headmaster or the Deputies as commensurate 
with the post

• This job description is not necessarily a 
comprehensive definition of the post. It will be 
reviewed and may be subject to modification 
at any time after consultation with the post 
holder

Training
• Preparedness to undertake training and

development, as required, particularly in
rela-tion to the introduction of new
technologies

JOB DESCRIPTION



Qualifications and Skills
• Hold a recognised Business Administration

qualification or Diploma, NVQ, BTEC, HND or
equivalent (highly desirable)

• Have a broad education that includes GCSE
Maths and English Language (or equiva-lent)

• Ability to use proficiently standard Microsoft
Office including Word, Excel, Power-Point,
SharePoint and Forms

• Excellent verbal and written communication
skills appropriate to the need to com-municate
effectively and diplomatically with colleagues,
pupils and parents

Experience and Knowledge
• Previous experience in a similar role including 

PA experience at a senior manager level
(minimum 2 years’ experience)

• Previous experience of working in a school 
environment (desirable)

• Experience of providing high-level support in a 
busy and sensitive environment

• Experience of producing meeting minutes
• Excellent typing and shorthand skills

PERSONAL SPECIFICATION

Skills and Personal Attributes
• Ability to build and form working relationships 

with pupils, parents and colleagues, to work 
across operational boundaries, and to work as 
a member of a team

• Ability to work on own initiative, to have strong 
organisational skills and to work to tight 
deadlines

• Be punctual, reliable and trustworthy
• Demonstrate attributes of discretion, tact and 

diplomacy
• Show initiative, drive and commitment to 

ongoing improvement
• Be articulate and presentable
• Have a good sense of humour
• A creative problem-solver with the ability to 

think ahead
• Excellent administrative and organisational 

skills; with good attention to detail and the 
ability to use initiative and prioritise workload 
without constant supervision

• Demonstrate a co-operative, reliable “can do” 
attitude with good communication skills both 
on the telephone and in person that allows 
effective communication at all levels of the 
school



If you would like to apply for this role, please
download the application form from the
School website, Our Guidance Notes for 
Applicants can also be found on the website.

View Online Page

Applications should be submitted using the 
School’s application form, found on our website or 
by emailing hr@millhill.org.uk, detailing how you 
meet the requirements of the role and person 
specification – CV’s are not accepted. 

Closing date: noon on Monday 24 August 2020

Interviews will be held on Friday 28 August 2020.

Should you require any further  
assistance, please contact us via email 
applications@millhill.org.uk

The Mill Hill School Foundation is 
committed to safeguarding and promoting 
the welfare of children and applicants must 
be willing to undergo child protection 
screening appropriate to the post, 
including checks with past employers and 
the Disclosure and Barring Service.

The Mill Hill Foundation is committed to 
Equal Opportunities and welcomes 
applications from all sections of the 
community.
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HOW TO APPLY

https://www.millhill.org.uk/application-form/


Belmont
Mill Hill Preparatory School 
The Ridgeway
Mill Hill Village
London NW7 4ED

020 8906 7270
millhill.org.uk/belmont

Instilling values, inspiring minds 
millhill.org/belmont

Follow us  
@MillHillBelmont




