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Job Description: PA to Secondary School Principal

Employment Arrangements:

Full-time contract
5 working day per week / 7:30-16:30 hrs
Vacation as per administrative staff

This Position Requires:

Problem solving and communication skills.

A proactive approach.

A Bachelor's Degree in English or similar is an advantage.
Competent in using Google Workspace applications.

Good interpersonal skKills.

An ability to establish good rapport with teachers and students.
Strong organizational and multitasking skills.

Attention to detail and a commitment to student well-being.
Good communication and interpersonal skills.

Ability to work independently and as part of a team.

English Language skills.

Goals and objectives

Assist the Principal with all administration tasks
Assist academic staff with designated admin tasks
Receive and greet all visitors to the School Office
Supervise all administration procedures

Key Responsibilities:

Perform receptionist’s duties by answering telephone inquiries and providing
assistance to students, teachers and parents when visiting the office.

Update, maintain and verify student attendance records and carry out follow-up
calls to parents.

Compile and complete absentee/substitution replacement report daily and
communicate it to SLT.

Process purchase orders and payment requests.

Use designated software to organise and monitor student 3 -way conferences and
student-led conferences.

Translate for the Principal when required.

Make necessary arrangements for school events as requested.

Provide assistance to parents as and when required.

At the start of the school year: coordinate and disseminate time tables, duty
schedules, student files etc to teachers and ID cards, calendars and access to
handbooks, policies, procedures and school microsites to parents.

At the end of the school year: coordinate handbook updates, timetable and calendar
input.

Collate, process and communicate student information as required.
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e Assist with the preparation, production, verification and distribution of Student
Reports as per Principals’ requirements.

e Use Managebac, SchoolsBuddy and other designated school software to support
efficient school operations.

e Compile and disseminate information to be sent to the Health Hub regarding staff
and student medical alerts.

e Perform other duties as assigned which are unplanned and of a transient nature and
are consistent with the above job summary and duties.

e Schedule appointments with the Principal for parents, staff, students etc as
required.

e Provide the Principal and teachers with accurate information on new students.

e Make necessary preparations for new students; clarify expected date of arrival and
notify Principal, teachers etc.

e Make necessary preparations for leaving students; clarify leaving date, follow leaving
procedures and prepare leaving documentation, including leaving letter and student
reports as requested and update all student records / database accordingly.

e Complete any other tasks as requested by the Principal.

Collaboration:
e Collaborate with teachers and other staff to support the academic programmes.
e Collaborate with the school services team, HR, IT, Finance,operations and
purchasing team to ensure clear communication.

Professional Development:
e Stay updated on safety procedures, child protection etc as required.
e Attend workshops or training sessions as needed.
e Be familiar with the KISB Child Protection policy and associated procedures.

KISB International School is committed to creating a safe and supportive environment in which
our students can feel secure in all of their experiences within the school community. All members
of the community should at all times show respect and understanding for an individual’s rights,
safety, and welfare, and understand that all play a role in the safeguarding of our students,
conducting themselves in a way that follows the law and reflects the ethos and values of the
school.

KISB uses the comprehensive international standards developed by the International Taskforce
for Child Protection as this provides a framework for the implementation of safeguarding policies
and procedures. Our school's child safeguarding policy and supporting policies and procedures
are written in support of the United Nations Convention on the Rights of the Child and aim to
follow procedures stated by the Thai Ministry of Education, Thai Employment Law, and the Thai
Child Protection Policy.
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