
 

Job Description  
 
Personal Assistant (PA) to Marketing and Governors 
 
The Job Description is not intended to be an exhaustive list of responsibilities but should accurately 
represent your contribution to Haberdashers’ Monmouth Schools.  Your Job Description should be 
reviewed every two years as part of the Appraisal Process.  
 
Working Hours:  27½ hours per week (Mon-Fri), 52 weeks per year.  This position is ‘on site’ only.  
 
Responsible to:  Jointly, the Director of External Relations and the Clerk to the Governors  
 
Summary of the Role:  
To act as the Personal Assistant to the Director of External Relations and the Clerk to the Governors, 
and to provide high quality and effective administrative support to the Marketing Department and 
Governing Body.  
 
Main Duties and responsibilities  
 
The role comprises two main areas: (i) Marketing, accounting for approximately 75% of your time; 
and (ii) Governors, accounting for the other 25%.  
 
 Marketing  
 

1. To provide administrative support to both the Director of External Relations and the wider 
Marketing team.  

2. Work closely with a wider team to include Admissions department, to implement the 
Marketing and Recruitment strategy.  This may include occasionally working out of hours 
(for which time off in lieu will be offered), to support the team with recruitment events.  

3. To ensure that visitors and guests to the school are always well informed and looked after 
and gain the best possible experience from their visit.  

4. To manage the Marketing office, ensuring IT, stationery and other equipment is functioning 
and accounted for.  

5. Management of the advertising schedule to include raising media orders, briefing designers 
on artwork and ensuring artwork is submitted against deadlines.  

6. Responsible for updating the M&PR budget, allocating budget codes and maintaining cost 
spreadsheet.    

7. To book and assist with exhibitions and shows and to ensure all promotional material is in 
place and kept up-to-date.  Liaise with exhibition suppliers, admissions and designers and 
advise on any issues ahead of events.   

8. Coordinate overseas trips to include visa applications, booking travel, accommodation and 
shipping as required.  

9. Contact local primary schools to invite to outreach workshop and assist with logistics, 
registration statistics and safeguarding regulations.   

10. Work closely with support teams, such as catering, maintenance and estates on logistics and 
delivery of all aspects of Marketing and recruitment events.  

11. Research, cost and order all marketing material, including banners, pop ups, tablecloths, 
flags etc. Ordering new stock as required and ensuring the supply of stock to events.   

12. Annually update online Schools and Forces guides together with magazine listings.  
13. Provide secretarial and admin support to produce Marketing and PR papers. 
14. Provide additional help and support as needed to update the website, press books and other 

marketing collateral.  



 

15. Support Marketing in organising logistics for regular communications events including 
Parent Forums.  Keep attendance records and arranging refreshments, table set up, projects 
and badges.  

  
 Governors   
 

1. Assist the Clerk with the arrangement of all Governors meetings, including: booking and 
preparing meeting rooms, ordering catering, booking IT requirements, preparation of 
agendas, procurement and preparation of supporting documents, collation, printing and 
distribution of papers, and maintaining the minute book.   

2. Collate the annual update of the statistics booklet, researching information and requesting 
input as required.   

3. Assist the Clerk with the production of the annual meetings calendar, to include all 
committee dates, Speech Days and annual Deputation visit.  

4. Maintain, update and re-issue at appropriate intervals (usually termly) the Governors’ 
Information Handbook.  

5. Complete annual check of personal governor details.  
6. Maintain Governors’ records, including meeting attendance, training, and dietary 

requirements.  
7. Maintain the Board Terms of Reference pack and the Governors’ Induction pack.  
8. Update Governors’ section of the website as required and undertake termly check to ensure 

all information is up to date.  
9. Collate and maintain the Governance Manual PDF document.  
10. Maintain a file of completed Governors’ Code of Conduct, trustee eligibility declarations, 

Declarations of Interest and the Register of Interests.  
11. Assist the Clerk with the preparation of induction material for new governors and arrange 

site visits and meetings with key contacts.   
12. Book training courses, make travel arrangements and manage expense payments for 

Governors as requested.  
13. Manage the Clerk to the Governors finances, arranging for suppliers to be paid according to 

the systems in use at the time.   
14. Assist with the arrangements for special Governors’ events, create invitations and manage 

the catering, guest lists, seating plans, accommodation and transport.  
15. Use MS Teams to maintain the Governors Team folders.  

 
General  

1. Maintain office supplies.  
2. Respond to queries via phone, email or face to face.  
3. Carry out such general administration duties as requested (including but not limited to, 

typing, filing, photocopying, travel and meeting arrangements, purchasing, etc) by the 
Director of External Relations, Marketing colleagues, Clerk to the Governors, Governors or 
Pension Scheme Administrator.  

 
You may be required to undertake such other duties from time to time as the School may reasonably 
require 
  



 

Person Specification  
 

Essential Desirable 

Qualifications 

• Minimum Maths & English at GCSE, Grade B or 
equivalent  

• Shorthand  

• RSA Typing or Word Processing qualification  
• Education to A level standard 

Experience 

• Minimum 2 years’ experience of working in an 
administrative capacity  

• Experience of working in a large organisation  

• Experience of working in a role with 
competing demands 

• Experience of working in an education setting  
• Recent general administrative work  

Skills 

• Excellent organisation skills  

• Proficient in the use of Microsoft Word, Excel, 
PowerPoint, Teams, Publisher, Outlook and 
Adobe Acrobat.  

• Good interpersonal skills  

• Ability to work independently and from own 
initiative  

• Ability to work accurately with attention to 
detail  

• Ability to organise and prioritise work and to 
adhere to tight timescales and deadlines  

• Good communication skills, both written and 
verbal 

• Ability to keep sensitive information 
completely confidential 

 

Personal Attributes 

• Reliable and discreet 

• Calm under pressure  

• Takes pride in their work  

• Able to prioritise to meet deadlines  
• Able to work co-operatively as part of a team 

and to build positive relationships with staff 
from all parts of the organisation. 

• Confident at problem solving 

Other Factors 

• Willingness to undertake additional hours 
when required to meet deadlines  

• Willingness to undertake training if required 

 

 


