
 
 

PERSONAL ASSISTANT TO THE HEADMASTER  
PERMANENT, FULL TIME POSITION 

 
Job Description 

 
Job Title : Personal Assistant to The Headmaster 
Reporting Line : Headmaster 
Location : Hampton School 
 
Hampton School  
 
Hampton is one of the country’s leading, most successful and best-resourced independent schools and 
has been helping boys to fulfil their potential and realise their aspirations for over 460 years.  We are a 
lively, friendly and caring School community, where innovative teaching is underpinned by strong 
shared values and complemented by outstanding pastoral care.  We aspire to enable our boys not only 
to make sense of the world, but also to want to go out and improve it. 
 
The School’s examination results and university entrance record consistently rank among the best 
achieved anywhere.  Nearly all Hampton leavers go on to undergraduate courses at Russell Group or 
equivalent universities.  Between 20 and 30 Hamptonians are offered places at Oxford and Cambridge 
annually and 43 young men among the Class of 2020 have moved on to global top-10 universities; an 
increasing number go on to study at US Ivy League universities, often on academic and/or sporting 
scholarships.  Our alumni network is extremely strong and former pupils remain very interested in 
their School, in no small part due to the exceptionally warm and mutually respectful relationships 
enjoyed between Hampton staff and their pupils. 
 
Situated on a green field site in a leafy suburb of South West London, we are fortunate to have over 27 
acres of playing fields within our spacious grounds and a generous investment programme ensures 
that pupils and staff benefit from first-class facilities across all areas of School life.  These include a 
state-of-the-art 3G sports ground, a large Sports Hall and The Hammond Theatre, along with an 
excellent library and specialist facilities for Art, Music, Science, Technology, IT and Languages and our 
recently opened Sixth Form Study and Careers Centre.  The Millennium Boat House, shared with our 
neighbouring girls’ school, Lady Eleanor Holles, enjoys a prime location on the nearby River Thames 
and provides the focal point for our renowned Boat Club. 
 
Visitors from the Independent Schools Inspectorate (ISI) concluded in March 2016 that Hampton’s 
academic and all-round excellence merited the rarely awarded ISI assessment of pupils’ achievements 
and learning being ‘Exceptional’.  The inspection team’s findings in all other areas were similarly 
pleasing and the highest possible judgements were achieved across the board.  A further Regulatory 
Compliance Inspection (RCI) in 2019 reported the School to be fully compliant. A copy of the full ISI 
reports can be found on the School website.  
 
 
 
 
 
 
 



 
 
The role 
Hampton is seeking to appoint a Personal Assistant (PA) to The Headmaster.  The successful candidate 
will be well-qualified and likely to have experience as a Head’s PA or as a PA at chief/senior executive 
level.  
 
Providing a warm, friendly, and approachable welcome to pupils, parents, staff and visitors is 
fundamental to success in the role of PA to The Headmaster.  Outstanding communication and 
organisational skills are essential; discretion and the ability to exercise judgement and show initiative 
are equally important.  Previous experience of working as a PA in an educational setting would be 
advantageous but is not necessary. 
 
Key Responsibilities: 
The successful applicant will be required to: 

• Provide confidential, high-level administrative and secretarial support to The Headmaster 
• Ensure that The Headmaster's emphasis on being approachable to pupils, parents, staff and 

visitors is put into effect and modelled by the PA on a day-to-day basis 

• Promote an environment of efficiency and offer a warm welcome at all times 

• Be aware that some matters dealt with are of a confidential nature and to approach these 
discreetly, confidentially and with integrity 

• Deal sensitively with parents, other schools, prospective parents and with the general public on a 
wide variety of topics, either in person, on the phone, video-conferencing, or by letter.  The ability 
to remain calm under pressure and the skill of offering ‘holding responses’ are at a premium 

• Deal with all incoming mail (hard copy and electronic).  Prioritise such communication ensuring 
urgent and sensitive items are dealt with accordingly.  Ensure further action is carried out by an 
appropriate person in a timely and effective manner 

• Answer all of The Headmaster’s incoming telephone calls, place his outgoing calls as requested 
and organise conference calls using the conference call device, Zoom and Microsoft Teams 

• Use discretion on the re-direction of callers as necessary, providing information and answering 
questions.  Ensure that accurate and detailed messages are taken and distributed and that all 
queries are dealt with professionally and effectively 

• Manage The Headmaster's electronic appointment diary, prioritising future commitments to 
ensure schedules work efficiently and effectively 

• Organise the day-to-day time management of The Headmaster and ensure that he has all relevant 
information in advance of meetings 

• Oversee and book The Headmaster's travel and accommodation arrangements for external 
meetings, together with itineraries, maps etc. and manage his expenses claims.  Provide 
occasional transport for The Headmaster for short journeys (i.e. to/from local train station or to 
Hampton Pre- Prep and Prep School)  

• Identify, anticipate and prepare materials needed by The Headmaster for meetings, presentations, 
appointments and follow up internal and external requests for information, outstanding reports 
and correspondence 

• Co-ordinate arrangements for meetings, identifying suitable dates, venues, equipment and 
catering, as required by The Headmaster.  Take minutes of such meetings as requested and 
complete these minutes (with support from relevant member(s) of Senior Management team) 

• Check all correspondence before signature and posting.   Act as the 'quality control' and proof 
reader in respect of all letters and documents produced by or for The Headmaster 

• Assist with writing and preparation of Governors’ reports in consultation with The Headmaster  

• Liaise with the Admissions Manager to coordinate visits by prospective parents and pupils 

• Organise arrangements for any visitors to The Headmaster 

• Liaise with Governors, senior leadership team (SLT) members and HR department as required 

• Provide assistance, as required by senior staff, with the co-ordination of documents for ISI 
inspections and calendar management on the ISI website 



• Assist senior staff with the gathering of information for the School’s Complaints Log and the 
maintenance of an accurate record of complaints 

• Prepare routine correspondence using own initiative; prepare less routine communications from 
drafts provided by The Headmaster 

• Organise and prepare papers, assembly notes, speeches and reports (e.g. for Governors’ meetings) 
as requested, conducting research where necessary in supporting The Headmaster.  Undertake 
photocopying and printing on behalf of The Headmaster 

• Liaise with Bursar’s PA, PA to Deputy Heads and PA to Prep and Pre-Prep Headmaster regarding 
diary planning  

• Assist with planning for Prizegiving events.  Prepare and send invitations (for Lower, Middle and 
Upper School Prizegiving) and arrange for the return and engraving of trophies. Manage guest lists, 
keeping The Headmaster informed of attendees 

• Ensure the smooth running of the School Reception.  Line manage two receptionists  
• Ensure safe and accurate storage and archiving of confidential pupil files, assisted by the 

receptionists 
• All other reasonable tasks as required by the Headmaster. 
 
Other 

• To act as Fire Marshal and First Aider as required. Training will be provided  

• Any other reasonable tasks required by The Headmaster and/or Bursar in association with the 
above role. 
 

Please note that there may be some changes and additions to the above, which will be discussed 
before implementation and changes may occur as the post develops.  This document is designed to 
provide applicants with a “flavour” of the position and responsibilities 
 
PERSON SPECIFICATION - SKILLS, QUALIFICATIONS AND EXPERIENCE 
This is role of PA to the Headmaster is a key role in the School and previous PA experience at the most 
senior management/board level is desirable. 
 
The successful candidate is likely to be able to demonstrate the following skills, qualifications and 
experience: 
  

• A commitment to the Safeguarding and wellbeing of pupils  

• Excellent communication skills with an approachable, professional and friendly demeanour – 
The Headmaster’s Personal Assistant plays a key role in ensuring that the School’s desire to be 
approachable and friendly comes across to pupils, parents, staff and visitors 

• A good level of education (degree preferable but not essential; must have at least 5 GCSE/O 
Level or overseas equivalent at grades A*-C, including Maths and English) 

• Proven track record of providing successful support at the most a senior management/board 
level as a Personal Assistant 

• Previous relevant experience within the education sector would be advantageous but is not 
essential 

• Excellent organisational, administrative and management skills and be flexible and adaptable 
in order to meet the demands of working in a fast paced team environment and to meet ever-
changing needs and priorities 

• Evidence of being able to show initiative, the ability to manage multiple tasks and experience 
of working to deadlines and delivering results 

• Excellent literacy skills to prepare correspondence and reports and maintain records to a high 
standard with a focus on attention to detail and accuracy of spelling, grammar and 
punctuation 

• Flexibility to work early or late on occasions, time off in lieu to be taken during the School 
holidays 



• Excellent IT knowledge including Outlook, Word, Excel, PowerPoint, MS Teams (or equivalent) 
and strong keyboard/typing skills; willingness and aptitude to learn new software packages 
and to recommend technology to improve efficiencies, as required 

• Excellent minute-taking skills in large, complex meetings 

• Demonstrate evidence of diplomacy, discretion, professionalism and an ability to keep one’s 
counsel at all times; 

• Energy, commitment and enthusiasm directed towards the smooth running of The 
Headmaster’s study 

• High level emotional intelligence and integrity with a sense of humour and a positive ‘can do’ 
attitude 

• Understand fully what is required to promote the aims and ethos of the School and 
understand the nature of independent education and of the high expectations within the 
sector 

• Ability to show initiative over which matters should be referred directly to The Headmaster 
and which should be delegated to others 

• Ability to work flexibly as part of team, the capacity to remain calm and to deal with 
unexpected and/or challenging situations 

• Ability to initiate improvements to administrative and organisational processes where 
required. 

 
Training 
Where necessary, to undergo on the job training under the general direction of the relevant line 
manager to increase competence, proficiency, and health and safety awareness. 

 
To attend INSET training outside the School as appropriate to increase competence, proficiency and 
safety awareness. 
 
Salary 
The salary will be based on the Hampton School Scale for Support Staff.  The salary will be 
commensurate with the successful candidates’ skills and experience.  The Governors review salary 
scales each year in order to ensure that they remain competitive.  Salaries are paid by bank transfer on 
the 25th of the month, or next working day thereafter, in 12 equal payments. 
 
Hours and Holidays 

The salary is a full-time appointment of 37.5 hours per week and the standard working hours for this 
post are 8:30am to 5pm Monday to Friday.  The successful candidate will, however, be expected to 
have the flexibility to work early or late on occasions (time off in lieu to be taken during the School 
holidays).   
 
The post holder will be required to work on INSET Days, as well as at the annual School Open Morning, 
Prizegiving Evenings (three per year) and New Boys’ Events (one evening and one morning per year). 

 
SAFEGUARDING 
The post holder's responsibility for promoting and safeguarding the welfare of children and young 
persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and 
ensure compliance with the School's Safeguarding Policy and Procedures at all times. If in the course of 
carrying out the duties of the post the post holder becomes aware of any actual or potential risks to 
the safety or welfare of children in the School s/he must report any concerns to the School's 
Safeguarding Designated Persons or to The Headmaster. 

 
Hampton School Trust is an Equal Opportunities Employer. 

 
The School reserves the right to offer the post at any stage in the appointment process.   

 



Please note all appointments are subject to the Hampton School Trust Recruitment, Selection and 
Disclosure Policy and Procedure 

 
September 2020 

 


