School Secretary – Job Description

Line Management

The School Secretary will be appointed by and responsible to the Bursar.
The School Office Co-Ordinator will be responsible for the day-to-day direction of the School Secretary.

Responsibilities are summarised in six main areas:

1) Deputy Principals
a) Dealing with all correspondence to or from the Deputy Principals
b) Managing Deputy Principals’ diaries
c) Dealing with all telephone calls and visitors for the Deputy Principals whether pre-planned or not (in latter case will often be first contact with parents, staff or members of the public)

d) Help to manage the School Pupil filing systems, both manual and computerised.

2) Other Senior Teaching Staff
a) Dealing with confidential matters for other senior staff as appropriate

3) Co-ordination of School offices and links with other Departments

a) Liaison with Principal’s Office

b) Liaison with Bursar’s Office

c) Liaison with Development Office

d) Liaison with Support Team for buffets etc for events in school

e) Liaison with outside agencies where necessary
f) Ensuring appropriate support available in school office during holiday periods, particularly at public examination results time

4) Major School Events

a) Assist with documentation, advertising and other practical aspects of 11+ entrance examination

b) Assist with the administration and co-ordination of all aspects of Speech Day, GCSE Presentation Evening and other such significant occasions

c) Attend Open Days, Speech Nights etc

5) Administrative Tasks

a) Typing letters and documents for members of SMT, Pastoral Heads and other teaching staff as required

b) General office filing 

c) Answering telephone calls as appropriate

d) Receive external and internal e-mails, distributing where necessary

e) Ordering office stationery

f) Provide secretarial assistance for prep schools if necessary
g) Assist with the production of examination statistics/spreadsheets for internal use and press release

h) Assist with the production of all master documents and keeping them up to date

i) Assist with the production of all Certificates, Programmes, Handbooks, 11+ Entrance Examination Papers
j) Minuting meetings
k) Cover for other office staff in their absence
l) Assist with reception tasks as required
m) To carry out any other duties that the Principal or Bursar may reasonably require from time to time
6) Health and Safety
a) Under the Health and Safety at Work Act 1974 and subsequent working conditions which, so far as is reasonably practicable, are safe and without risk to health.  The employee is required to take care of her/his own health and safety and the health and safety of others.

7) Child Protection

a) The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and may be expected to carry out the following duties:

i) Child protection, discipline, health and safety

ii) Promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.
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