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An Introduction
Wakefield Grammar School Foundation is one of the country’s leading families of single-sex 
independent day schools. Girls and boys join the Foundation from age 3 at the newly opened 
Wakefield Grammar PrePreparatory School, and then from age 7 at either Wakefield Girls’ High 
School or Queen Elizabeth Grammar School (QEGS) for boys. 

All three schools are conveniently located together with easy access to the West Yorkshire motorway 
network and within walking distance of Wakefield city centre. Wakefield Westgate train station is a 
short 10- minute walk from the schools with regular services from Leeds, Doncaster, Sheffield, 
Huddersfield and London. Additionally, there are dedicated school bus services from Barnsley, 
Huddersfield, Pontefract and east of Leeds. 

In total the Foundation has around 1,900 pupils and around 425 employees covering both teaching 
and support staff. Each school in the Foundation is highly individual with its own Head and Senior 
Leadership Team, and central governance via one governing body comprising 19 Governors with a 
broad range of skills and experience. The Governing board provides robust and conservative 
governance through a wellestablished committee structure. Total income for the Foundation is around 
£21m annually, and the Foundation has gone from strength to strength in this regard.

The Foundation’s Aim

The Foundation’s aim is to develop and maintain inspirational learning environments at Queen 
Elizabeth Grammar School and Wakefield Girls’ High School, with the schools focused towards the 
distinctive needs of boys and girls.

The schools will maximise the potential and educational opportunity for all those with the academic 
ability to access the curriculum by encouraging the pursuit of excellence, providing high quality 
teaching, outstanding pastoral care and an extensive range of extra-curricular activities. They will 
embrace as wide a cross section of the community as possible and support students irrespective of 
their social or economic background.  
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This document provides candidates with information on the appointment of a Head’s PA at 
Queen Elizabeth Grammar School.

For further information about the Foundation please visit the website at www.wgsf.org.uk
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The Schools

Named one of the top independent secondary schools in the North by the Times Parent Power 
Schools Guide 2022, WGHS provides an inspiring and empowering environment that enables every 
student to make their way in the world. By embracing new ideas, encouraging students to think 
differently, and instilling a joy of learning, WGHS makes it possible for everyone to be everything they 
want to be. 

WGHS believes that how students learn is every bit as important as what they learn and strives to 
make education a joy. Passionate teachers deliver extraordinary learning experiences in welcoming, 
stimulating environments. This excellence in teaching and learning is evidenced by outstanding 
outcomes at GSCE and A-Level. In 2021, 85% of WGHS girls achieved grades A*-B at A Level, and 
79% of GCSE entries were awarded 9 – 7. WGHS leavers regularly go on to their first-choice 
destinations, including Oxbridge and Russell Group universities. 

WGHS complements outstanding academic outcomes with a full range of co-curricular activities. 
WGHS believes that sport is for everyone, whatever their standard, and encourages cultivating the 
joy of being part of a team. WGHS’s main sports are hockey and netball, and pupils can play in both 
friendly and competitive fixtures, including an overseas Sports Tour every three years. 

There are also a myriad of opportunities for girls to participate in music, including 18 musical groups 
of different range and ability, and an array of drama productions in partnership with QEGS.
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The boys enjoy the best of both worlds. They benefit educationally from a boys-only environment 
but there is also close cooperation with Wakefield Girls’ High School in drama, music and numerous 
social and cultural activities, with some joint teaching in the Sixth Form.

The QEGS experience combines a breadth of experiences, both in and out of the classroom, which 
nurtures a sense of personal responsibility, service to the wider community and leadership within our 
boys. This is underpinned by a pastoral ethic which places the well-being of our pupils at the heart 
of all we do. School days are characterised by energy, challenge and discovery, led by staff who are 
well-placed to unlock the potential of each individual. As one of the top boys’ schools in the 
country, we hope to provide that educational alchemy which taps into the core strengths of boys — 
their innate sense of fair play, their sense of humour and their sheer determination to succeed.

The schools occupy prestigious sites close to the city centre located within a conservation area of 
Wakefield.  The schools are a mixture of original buildings dating back in some cases to the 19th 
century with various additions during the intervening years; the schools also have extensive playing 
fields with an excellent floodlit astroturf pitch and modern pavilions.  The Foundation has recently 
acquired the former Clayton Hospital site; this is a four acre site located between the WGHS and 
QEGS campuses and it presents a wonderful opportunity to develop exciting new facilities which will 
benefit all pupils at the Foundation’s schools.

We are a selective school and entry is by examination at 11+, 12+ or 13+ and on GCSE results and 
interview at 16+.

We are proud of our history but ours is an enlightened tradition which means that we have the 
capacity to change and remain dynamic. We seek to prepare our students for the challenges and 
opportunities of the 21st century, ensuring that they leave us as confident, self-motivated and 
independent young men. 
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Just opened in September 2021, Wakefield Grammar Pre-Preparatory School is the Foundation’s 
new provision for boys and girls from foundation stage through to Year 2. At the school, the aim is to 
introduce children to the joys of learning. WGPPS believes that every child brings their own unique 
talents and strengths into the classroom, and that it is the school’s job to bring them out, build 
confidence in their natural abilities, and to create strong, independent individuals who care about 
others, embrace new challenges, and have a growing awareness of the world around them. Children 
at WGPPS enjoy a friendly community in which they can learn, participate, and grow, setting the 
foundations for their future success.
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The City of Wakefield 
experiencewakefield.co.uk

Wakefield is a Cathedral City of about 100,000 inhabitants and is an important administrative 
centre for a large area of West Yorkshire. There has been a great deal of redevelopment in the city in 
recent years and in particular in the vicinity of the Cathedral. With world-renowned cultural assets in 
Yorkshire Sculpture Park and The Hepworth Wakefield and with heritage ties to rhubarb, mining and 
rugby, Wakefield is bidding to be named UK City of Culture 2025.

Wakefield is very easily accessible from most parts of the country, being served by both the M1 and 
M62 motorways. There is an hourly service by rail to and from London throughout the day, a journey 
which takes just over 2 hours. The university cities of Leeds, Bradford, Sheffield and York are all less 
than an hour’s drive from Wakefield and provide a variety of theatres, concert halls, museums and 
shopping centres which supplement Wakefield’s own excellent facilities. The Peak District, the 
Yorkshire Dales and the North Yorkshire Moors are all within easy reach. Just outside Wakefield, 
Pugneys Country Park offers facilities for sailing and windsurfing, while the National Coal Mining 
Museum incorporates two working coal mines, exploring the history of Coal mining in England. The 
National Trust Property at Nostell Priory is one of the greatest treasure houses of the north of 
England, surrounded by 300 acres of parkland and gardens and Snozone at Xscape offers indoor 
skiing and snowboarding.

http://experiencewakefield.co.uk
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Job Description

Responsible to:   Head

Responsible for:  No supervisory responsibility.  
    The post will be expected to cover for the Office Manager where 
    necessary, and to guide / assist other colleagues when appropriate. 

Grade:    WGSF Grade K

Job Purpose:

To act as a first line of contact for the Head and offer support in a personal assistant, secretarial and 
logistical capacity, maintaining the utmost discretion in all confidential matters. 

To provide excellent customer service for parents, pupils, staff and visitors to the Head and the 
School.

Head’s PA Main Duties and Responsibilities:

The Head’s PA is expected to undertake the following in relation to the sub-headings below.

1. Supporting the Head

a) act as first line contact for the Head, using discretion and tact to ensure telephone callers,   
 visitors and staff receive a professional response, and are dealt with by the appropriate person. 
b) lead by example and maintain high level professional standards at all times and ensure positive  
 and efficient communication with all stakeholders.
c) generate an environment of efficiency and provide a warm welcome at all times. 
d) organise the day-to-day time management of the Head, anticipating and scheduling regular  
 events and meetings.
e) ensure the Head is briefed for all meetings and appointments with relevant correspondence,  
 documents and presentations well in advance.
f) where required, to note and coordinate the Head’s follow-up actions at the end of key 
 meetings and from correspondence to draft briefings, letters and reports for the Head’s 
 approval.
g) generate letters on behalf of the Head and, where required, the Deputy Head, e.g. replies to  
 requests for student absence, scholarship letters, formal sanction letters, etc.
h) open / filter / redirect the Head’s post.
i) oversee the Head’s travel arrangements. 
j) make room bookings and arrange refreshments for meetings held within school on behalf of  
 the Head.
k) undertake and successfully deliver project work on behalf of the Head, as requested.
l) maintain the School’s Inspection documentation, ensuring updates are actioned in a timely  
 manner, in preparation for ISI inspections.
m) maintain the School’s Parental and Pupil Complaints log.

Appointment of Head’s PA

n) communicate by telephone / email / face-to-face with SLT, Governors’ Office, parents, 
 teaching staff and support staff as required.
o) liaise with the Head to ensure the VIP invites (Governors, ex-Governors and other guests) are  
 issued and seats reserved for key events, e.g. annual Founders’ Day, Speech Day, 
 Remembrance Service and Carol Services.  To liaise as necessary with the Office Manager 
 and to support the organisation of other such events as required. 
p) prepare the Head’s Christmas cards, Year 13 Leavers’ cards, and other cards / gifts as 
 required, including maintaining a Head’s Contacts’ list.
q) maintain accurate information on Firefly pages for staff and parents and send out Firefly 
 communications as and when necessary for the Head.

2. Executive Group and Governors

a) where required, and in conjunction with the WGHS / WGPPS Head’s PA , arrange Executive  
 Group meetings, and compose an agenda.
b) where required, and in conjunction with the Director of Finance and Operation’ PA, arrange 
 a limited number of Governor meetings, drafting agendas, circulating associated papers, 
 taking  minutes and action where appropriate.
c) liaise with the Head to organise the Leadership Seminar for Foundation SLT, on rotation with  
 other Executive Group PAs.
d) gather information for termly Governors’ General Education Committee (GEC) reports.

3. Admissions & Reports

a) with Admissions staff maintain a scholarship overview and liaise with the Fees Department   
 about scholarships awarded.
b) arrange Y11 to Y12 transition mentor meetings for the Head.
c) coordinate the annual rollover of current student files and disposal of archived student files

4.	Staffing	&	Recruitment

a) assist in the recruitment of new staff by inviting candidates to interview, and supporting the  
 Head with the administration associated with offer letters, etc, in line with the recruitment 
 process flowchart, and liaising with HR as necessary.
b) maintain staff files and keep SIMS up to date regarding new staff and leavers, liaising with HR  
 as necessary.
c) organise the annual staff data collection.

5. School Management 

a) work closely with the School Office Manager to ensure that both the Head’s Office and School  
 Office work together as necessary; to cover for the School Office Manager as required. 
b) where required, and in conjunction with the WGHS / WGPPS Head’s PA, create and maintain  
 the Foundation’s parent calendar on Google / Firefly for all schools.
c) support the Director of Marketing and Communications in updating the School’s website at 
 the beginning of each term to ensure accurate information, e.g staff lists, policies, and other  
 content, as required.
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d) to collaborate and support the Office Manager as appropriate and working with the Head and  
 Deputy Head in managing the communication and initial response to emergency situations 
 on or off site during the school day or situations requiring out of hours communication with  
 parents, staff and pupils. 

Person Specification

Qualifications: Essential or Desirable (E or D)

Educated to A level standard or degree level 
(desirable).

E

Knowledge and Abilities:

Proven track record of successful support to a 
senior manager.

E

Demonstrate a co-operative, reliable, customer 
responsive attitude with a ‘can do’ approach 
with excellent communication skills both 
verbal, written and in person which allows 
effective communication at all levels.

E

Demonstrate an aptitude and acceptance of 
working within an environment that has 
numerous interruptions; changing workload 
demands and organisational challenges.

E

Good literacy skills to write and prepare 
correspondence and reports and maintain 
records to a high standard.

E

Excellent knowledge of word processing 
packages e.g. Google Drive, Docs, Gmail, Word 
and Excel skills, online calendar and email 
management with the ability to undertake 
necessary secretarial support.

E

Experience of diary and correspondence 
management.

E

Ability to manage and prioritise multiple tasks 
and deadlines.

E

Ability to supervise administration staff (as 
required).

E

Experience and an understanding of the day to 
day running of a school.

D

Understanding of Independent Schools 
Inspectorate (ISI) compliance regulations.

D

Experience of working with a school 
Management Information system or equivalent.

D

Personal Qualities

Demonstrates professional behaviours with the 
ability to work at the highest levels of 
confidentiality, using tact and discretion when 
often dealing with sensitive information and 
situations.

E

An articulate, flexible and friendly manner with 
the ability to work constructively within a wider 
school team and the wider school community.

E

Strong organisation skills with an attention to 
detail and accuracy.

E

Able to think ahead and provide creative 
solutions to situations.

E

An empathy with the ethos and values of the 
school and the Foundation.

E

An understanding of child protection and the 
importance that is placed on this when working 
in a school environment.

E

Additional Information For Candidates

• Wakefield Grammar School Foundation operates its own pay structure.  The salary range 
 for this post is £24,330 per annum (£27,624 FTE) with progression to £28,385 per annum   
 (£32,228 FTE) subject to the pay progression arrangements for WGSF (Grade K).

• This is a full time post normally working 37.5 hours per week, term time only, including INSET,  
 plus 4 weeks during the school holidays (the latter to be discussed at interview). The working  
 hours are from 8.00 am to 4.30 pm with a one hour unpaid lunch break. 

• Annual holiday entitlement is 4 weeks holiday per annum (increasing to 5 weeks after 5 full   
 years’ service) and in addition 10 statutory days.  A further 3 concessionary days are given at 
 Christmas. All holiday entitlement is pro-rata for part timers.  All holidays must be taken during  
 the school closure periods.



BRINGING OUT

THE BEST
IN BOYS

SINCE 1591

• WGSF operates a money purchase pension scheme which employees are eligible to join on  
 commencing employment. Contribution rates are currently 3.75% for the employee and 8% 
 for the employer, based upon gross salary, with an option to increase up to 5.25% and 11%  
 respectively.

• Access to the Foundation’s 24 hour Employee Assistance Programme.

• Foundation staff are eligible for a discount on the fees in respect of their children attending   
 Foundation schools (excluding the Nursery) subject to Foundation policy.

• Free car parking available. 

• Subsidised school lunches (during term time only).

• An offer of employment will be subject to the receipt of 2 references considered satisfactory to  
 WGSF, a satisfactory DBS (Disclosure and Barring service) check, evidence of eligibility to 
 work in the UK, relevant qualifications and a satisfactory health questionnaire. An 
 appointment with the Foundation is also subject to the satisfactory completion of a 
 probationary period of 6 months.  

• WGSF is committed to safeguarding and promoting the welfare of children and young people.

Further details and an application form can be obtained from the recruitment section of our 
website www.wgsf.org.uk or by emailing the HR Department at jobs@wgsf.net

Closing Date: 9.00 am, Monday 18 July 2022. 

Candidates who are short listed will be invited to interview.  If you have not been 
contacted within four weeks of the closing date please assume you have not been short 
listed.

Applying for the Post
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