
PA to Headteacher & Deputy Headteacher 
 
Salary: £25,000pa 
 
37 hours per week 

To start: ASAP 

Bridge School Malvern is an independent Special Needs School supporting 11-19’s. We are in a beautiful 
rural location overlooking the Malvern Hills. The main school is set up with a five-acre care farm on site. 
We are a small school established as a charity 13 years ago. We have a creative, practical curriculum, and 
strive to create a working environment where our caring staff are given the time to care. Our 16-19 
provision is based a mile away in Barnard’s Green. Here we have three micro businesses and a team of 
mentors/careers coaches who support the young people’s wider needs. 

The role is new and a great opportunity to contribute to making a difference in the lives of our pupils and 
their families by supporting the Headteacher and Deputy Headteacher. 

You will provide a high standard of administrative support. The role will suit someone with excellent time 
management and communication skills and a proven track record of providing high level personal assistant 
support. Please refer to the job description and person specification for full details of the role. 

The role is 37 hours per week 9am – 4.30pm Mon-Thurs and 4pm on Fridays.  In addition, 2 meetings per 
month 4pm-6pm each alternate Monday.  The salary is inclusive of the usual school holidays (not pro-
rata). Candidates will be required to undergo an Enhanced DBS Check. 

Applications are to be made by submitting your CV with a covering letter stating your suitability for the 
role. 

2 stage interview process (Dates to be advised) 

COVID-19 considerations: Interviews will be held on site observing our C-19 risk assessments. Successful 
applicants will be required to undertake a Lateral Flow Test either on site or at home and share results, 
prior to interview. 

Expected start date: ASAP 

If you wish to enquire about the post, please contact Kath Barclay using 
kathbarclay@bridgeschoolmalvern.org 

Bridge School Malvern and all its services, are committed to safeguarding and promoting the welfare of 
children and young people, therefore all workers and employees within Bridge School Malvern are 
expected to share this commitment. 

We are an equal opportunities employer. 

 


