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JOB DESCRIPTION – School Secretary

Hours:		36 hours per week
		Term time plus four weeks in holidays
Salary:		Scale 23-26 £21,951 - £23,970 (Actual Salary £20,122 - £21,972)
Responsible to: 	Headteacher

Due to the nature of the position, the highest levels of confidentiality must be maintained at all times.

Purpose of post:    
· Provide secretarial services for the school including, but not limited to: correspondence; communicating with parents / others by phone/email; dealing with visitors to the school and incoming and outgoing messages
· Being responsible for staffing returns in liaison with the Deputy Head
· Liaising with our Lettings Secretary and Caretaker regarding lettings 
· Being responsible for the efficient management of all monies coming into the school eg dinner money, trips, school journey etc
· Being responsible for music lessons and liaising with the music department in Barnet
· Supporting the Headteacher with administrative tasks
· Line managing the part-time office assistant 

Specific duties and responsibilities
· Every morning phoning the parents/carers on first day of child’s absence, ensuring there is a reason for their absence and recording this information
· Responsibility for the overall day to day efficient running of the school office and administration of the school
· Acting as receptionist and welcoming visitors
· Dealing with security arrangements concerning visitors eg visitors book, badges etc
· Being responsible for dealing with all enquiries on the telephone in person or through email and passing these on to the appropriate members of staff 
· Opening and distributing post, some of which could be confidential
· Contacting parents and carers on a variety of matters
· Liaising with outside agencies and businesses on behalf of the school
· Using various reprographic equipment, ordering toner and staples and reporting faults in relation to this equipment
· Producing individual and general letters as required using a word processor,
photocopying and distributing including dispatching out going mail
· Liaising with other administrative staff
· Completing computer and manual returns of data to all organisations that have a right to request this eg LA, DFE, OfSTED etc
· Ensuring paper work for school trips is completed
· Booking school trips, transport, tube tickets etc.
· To assist with the monitoring and maintenance of office supplies

General Office Administration and Record Keeping
· Keeping records of people with whom the school comes into contact
· Systems management to support the day to day functioning of the computer administration system.
· To anticipate termly demands and plan accordingly.  
· Liaising with canteen over dinner numbers.
· To produce a database of standard letters forms etc using standardised school format.  
· To take responsibility for dealing with complex enquiries or difficult visitors to the school
· Word-processing
· Develop, advise on and implement appropriate administrative systems/procedures
· Arrange appointments and meetings- liaise with Headteacher on a weekly basis keeping office diary up to date.
· Taking telephone messages from parents/carers, informing staff of absence and noting lateness in the registers. Answer general enquiries and direct staff to messages that have been left.
· Calling out service engineers when photocopiers break down

Staffing
· To meet weekly with the Headteacher regarding staff absences and cover.
· Prepare and submit monthly staffing returns.
· Prepare and submit supply teacher forms/standards supply forms/and all weekly paid staffing sheets.
· Arrange cover for MTS
· To be responsible for all CRB checks and maintaining the safeguarding register
· To be responsible for ensuring that all personnel returns and claims, e.g. overtime, supply, insurance etc are completed and forwarded as necessary
· To be responsible for ensuring that all personnel, pupil and payment records are securely stored and that access is restricted to authorised personnel
· Maintain manual and computerised personnel records
· Be responsible for all administration arising from staff absence
· Be responsible for recording, monitoring and claiming overtime and other subsistence claims
· Maintain records of supply teacher employment and arrange monthly pay claims

Finance
· Ensure that all cash and cheques are safely held and banked.
· Supervise the collection of Instrumental Music Tuition fees, maintain accurate records. Issue receipts liaise with Headteacher/Peripatetic teachers re: timetables and letters to parents.
· Supervise the collection of School Journey payments, issue receipts to parents and maintain accurate records/payments.
· Supervise the collection of Dinner Monies, issue receipts to parents and maintain accurate records/payments.
· Administer paperwork associated with Free School Meals
· Ensure all payments for school meals are accurately recorded and arrears chased promptly
· General collection and accounting of all monies – Trips, charity, videos, staff collections, school photographs.
· Be responsible for the security of unused cheques and other controlled stationery
· Helping to ensure the school is following ‘Best value’ procedures
· Continually evaluate all finance systems to ensure they are effective and efficient
· Undertake administrative tasks relating to licences held by the school
· Be responsible for filing, security and retrieval of financial data, including daily and termly backup of computerised records
· Be responsible for maintaining the school inventory
· Purchase stamps and keep an accurate record of postage used.
· Collecting and recording of certain donations made to the school
· Collecting, counting and preparing for banking all monies for school trips, school journey, school meals etc
· Keyholder responsibilities
· Be responsible for financial administration such as collecting, recording, placing orders, invoicing, preparing cheques, issuing receipts including school uniform, trips, and photographs.
· Ordering school resources, ensuring staff follow correct procedures

Working with the Finance Officer/Assistant
· Liaising with our Finance Assistant and Business Manager where appropriate, to solve queries on invoices/Z orders for goods ordered for management/ teaching staff, return of books and posting cheques etc
· Be responsible for the issuing of invoices and collection of monies due to the school and for financial administration such as placing orders
· Chasing up credit notes for goods teachers have received but have had to be returned.
· Liaising with the finance team when there are problem invoices etc
· To be responsible for the administration of petty cash, private and school journey accounts
· Liaising with suppliers when goods ordered have not been received/incorrect items have been sent.
· Following up teaching staff on behalf of the finance staff when there are queries on school trip invoices etc.
· To carry out all financial administration in accordance with appropriate LA and school financial regulations and policies
· Ensuring finance staff have copies of all timesheets passed onto Payroll for processing.

Flexibility
In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above.  Such duties, however, will fall within the scope of the post, at the appropriate grade.
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