JOB DESCRIPTION

Job Title: Ashford School PFA Secretary

Reporting to: The Trustees and PFA Committee

Responsible to: The Trustees and PFA Committee

Role Overview

The Secretary is an elected officer of the Ashford School Parents and Friends Association
(PFA) and, where applicable under the charity's governing arrangements, is also a Trustee of
the charity.

The Secretary plays an important role in ensuring the PFA Committee operates effectively and
that information, decisions and actions are communicated clearly and recorded appropriately.
Working closely with the Chair, Deputy Chairs, Treasurer, school and wider PFA community,
the Secretary provides the administrative and organisational support needed to keep the
Association running smoothly.

The role is varied and involves meeting administration, communication, record keeping,
coordination and supporting the Committee with the organisation of PFA activities and events.
All Committee members share responsibility for the effective governance and operation of the
PFA, with the Secretary having particular responsibility for maintaining clear records,
supporting communication and ensuring that agreed actions are followed up.

Main Purpose of the Role

To provide effective administrative and organisational support to the PFA Committee, ensuring
that meetings are well organised, decisions and actions are accurately recorded, important
information is communicated and appropriate records are maintained.

The Secretary will help ensure that the PFA remains organised, inclusive and well connected
with parents, the school, volunteers and external contacts, while supporting the Committee in
fulfilling its responsibilities as a charitable organisation.

Key Responsibilities

e Act as Secretary and, where applicable, Trustee of the Ashford School PFA and

contribute fully to the work of the Committee.

e Work closely with the Chair, Deputy Chairs and Treasurer to support the effective

running of the PFA.

e Organise and coordinate PFA Committee meetings, including agreeing dates,

preparing agendas and circulating relevant information in advance.

e Attend PFA Committee meetings and take clear, accurate and concise minutes.

e Circulate meeting minutes to Committee members in a timely manner and maintain a
record of agreed decisions and actions.

e Maintain an up-to-date action log, ensuring that agreed actions are followed up and
completed where appropriate.

e Organise and support the Annual General Meeting (AGM), including preparation of the
agenda, minutes and relevant documentation.

e Maintain appropriate PFA records, including meeting minutes, agendas, policies,
documents and Committee information.

e Support the Committee in maintaining accurate and up-to-date statutory and
governance records.



e Act as an appropriate point of contact for general PFA enquiries from parents, school
staff, volunteers and external organisations.

e Manage or coordinate PFA correspondence, ensuring enquiries are acknowledged and
directed to the appropriate Committee member where necessary.

e Work with the school to coordinate PFA communications, including information for
school newsletters, parent communications and event promotion.

e Help publicise PFA events, volunteering opportunities, fundraising activities and other
initiatives.

e Support the Chair and Committee with communications to parents and the wider
school community.

e Assist with the organisation and administration of PFA events and initiatives where
required.

e Help coordinate communication with event volunteers and other members of the PFA
community.

e Maintain appropriate confidentiality when dealing with Committee, parent, pupil,
volunteer or organisational information.

e Ensure that information is stored securely and shared appropriately.

e Support the Committee in ensuring that PFA policies, procedures and governance
requirements are kept under review.

e Raise any administrative, governance or communication concerns with the Chair and
Trustees.

e Contribute ideas and suggestions to improve the way the PFA operates and
communicates.

e Attend key PFA events where possible and provide administrative or organisational
support as required.

Skills and Experience

The successful candidate should have:

e Excellent organisational and administrative skills.

e Good written and verbal communication skills.

e The ability to write clear, accurate and concise meeting minutes.

e Good attention to detail and a methodical approach.

e Confidence communicating with a wide range of people, including parents, school
staff, volunteers and external contacts.

e Good computer and digital administration skills, including confidence using email,
Word/Google Docs and spreadsheets.

e The ability to manage information and competing priorities effectively.

e The ability to meet deadlines and follow up agreed actions.

e Good interpersonal skills and the ability to work positively as part of a volunteer
Committee.

e The ability to maintain confidentiality and handle information appropriately.

e A proactive and practical approach, with the confidence to take initiative when
appropriate.

e A willingness to contribute ideas and help develop the PFA.

e The flexibility to provide additional support around PFA events, meetings and key



deadlines when required.
Personal Qualities

The Secretary should be:

e Organised — able to keep information, meetings and actions on track.

e Reliable — able to follow through on agreed responsibilities.

e Approachable — comfortable communicating with parents, staff and volunteers.

e Proactive — able to identify what needs doing rather than always waiting to be asked.

e Accurate — particularly when recording decisions, actions and important information.

e Collaborative — willing to work closely with the Chair, Treasurer, Committee and school.
e Discreet and trustworthy — able to handle confidential information appropriately.

e Positive and inclusive — helping to ensure that parents and volunteers feel welcomed
and able to contribute.

Support and Handover

A full handover will be provided by the outgoing Secretary, where applicable, together with
ongoing support from the PFA Chair, Treasurer and existing Committee members.
Existing PFA records, meeting minutes, templates and administrative procedures will be
available to support a smooth transition into the role.

About the Role

This is a voluntary position and is an important part of the effective governance and
day-to-day operation of the Ashford School PFA.

The Secretary will play a key role in helping the PFA Committee work effectively and ensuring
that the Association remains organised, connected and focused on its purpose of supporting
the school and its pupils.

The role offers an opportunity to make a real difference to the school community, working
alongside other parents and volunteers to support fundraising, events and projects that
benefit pupils across the school, from the Stables Nursery through to the Senior School.
No previous experience as a charity Secretary or Trustee is essential. Full handover and
support will be provided, and the most important qualities are organisation, reliability,
communication and a willingness to get involved.



