
 

 

PRINCIPAL’S PA 
 

The person appointed to the post will be working closely with the Principal, Senior 
Management and the Board of Governors. She/he will be expected to assume a 
considerable degree of responsibility and should be capable of making decisions. 
 
The post is a challenging one, requiring energy, enthusiasm, optimism and flexibility.  
Work is very varied and often involves working to tight schedules and deadlines.  
Advanced organisational skills are therefore essential. 

 

The person appointed will be expected to have a high level of interpersonal skills. 
She/he will be dealing directly with the public, parents, staff and pupils. The school 
attaches considerable importance to friendly, supportive, professional relationships 
and in this area; the person appointed will be expected to maintain the highest 
standards. 

 

Experience in office administration is essential. The person appointed will be Minute 
Secretary to the Board of Governors, which involves taking and preparing minutes of 
Board Meetings.  The person appointed will have excellent competence in Microsoft 
Office and will be expected to have expertise in the school’s computerised 
administration system – Sims.net. 

 

The chief aim of the school is to be a high performing, self-evaluating school.  
Everyone in the Abbey Christian Brothers’ Grammar School is committed to the 
highest standards in all aspects of work, and the school has a strong sense of 
community from which all derive support. 

 

Job Title: Principal’s PA 

Job Purpose: To provide a confidential and professional administrative service 

to the Principal, the Senior Management team and the Board of 

Governors. 

Responsible to: The Principal 

Salary Scale:  NJC Point 18-25 

Status: Part time position (term time) - 8.30 am – 12.30 pm with 15 

minutes for break. 

 Initially 20 days leave per annum (pro rata) to be taken within 

school holidays plus 10 customary public holidays.  Leave year 1  

 1st July to 30th June each year. 

 



 

 

MAIN AREAS OF RESPONSIBILITY 

 

The PA: 

 act as first point of contact for the Principal, receiving post, email and some 

telephone calls on behalf of the Principal, while providing information with tact 

and discretion and referring to the Principal as appropriate 

 reminds the Principal of follow-up dates and deadlines for responses or 

specific action 

 attends to word-processing, photocopying and administrative correspondence 

for the Principal and draft routine correspondence as required 

 establishes and maintains files for the Principal’s office and updates these 

annually, with regard to confidentiality of information 

 prepares for and services meetings as required. This includes liaising with the 

Board of Governors, arranging dates for meetings, sending out notification, 

agendas and papers, attending Board meetings and taking minutes, drafting 

these, circulating and filing the completed minutes 

 prepares and distributes staff recruitment and selection paperwork and 

organises interviews 

 is the GL Assessment Entrance Assessment Officer and is responsible for the 

work associated with the GL Assessment.  

 ensures that action requested by the Principal and channeled through the 

postholder is being taken effectively 

 follows up on submission of data, information and reports requested from 

Staff by the required deadlines 

 is available to assist on other occasions outside the normal hours, such as 

interviews, Annual Parents’ meetings, Award Evenings, Open Day/Nights, 

Reunions and any after school or weekend events that require assistance, as 

required 

 Assists with Purchase Orders and Invoicing on FMS System 

 check and sorts deliveries as they come in. 

 organise hospitality for all visitors for the Principal 



 

 carries out any other duties as may reasonably be assigned, including 

general clerical and administrative duties within the overall school 

administration. 

 organisation of the Principal’s office 
 

 

COMMUNICATIONS 

Internal: Staff - teaching, administrative and technical support, pupils. 

External: Parents, Governors, outside bodies including Department of 
Education and the Education Authority 

 
This will necessitate acting both in accordance with instructions received and on 
personal initiative. 
 
 

PERSONNEL SPECIFICATION 
 

ESSENTIAL 

- Good general educational background - minimum of 5 GCSEs (Grade A* 

- C) or equivalent, including English Language 

- Previous experience in word processing 

- Experience of Microsoft Office 

- Good communication and inter-personal skills  

- Team player 

- Competent in the use of internet and email 

- Excellent organizational skills and ability to work in a pressurized 

environment to meet tight deadlines 

- Ability to use integrity and confidentiality 

- Initiative and the ability to be pro-active and to work independently of 

supervision 

- A minimum of two years in a senior secretarial role 

  

DESIRABLE 

- Competent in Sims.Net 

- Competent in FMS 

- Experience of electronic diary/email system 

- Five years experience of working at a senior secretarial level 

 

 



 

PERSONAL ATTRIBUTES 
 

The Principal’s PA will have regular contact with parents, teaching staff, officials 

from the Department of Education, the Education Authority and other educational 

establishments.  

 

The Principal’s PA will frequently be the first person from the school with whom 

contact is made.  Accordingly, it is important that the person selected for the post 

should have very good inter-personal skills, should be of good appearance, have a 

pleasant disposition and be able, as a matter of routine, to deal efficiently and 

courteously with visitors and enquirers. 

An ability to operate for lengthy periods whilst under pressure and still achieve a 

high standard of work is essential.  A willingness to be flexible both in terms of the 

duties performed and the hours worked is required. 

 

As the Principal’s PA will frequently be dealing with confidential documents 

and files, the qualities of discretion and reliability are of the utmost 

importance. 

 
 
Yours sincerely 
 
 
 
 
 
 
 

Mr Sean Sloan 

Principal 


