Benchmarked Jobs for Schools

Clerical/Administrative/

Secretarial
School Secretary

JD003 April 2003

Job Description

Job title: School Secretary 

Reports to: Headteacher Section:

Job holders name: 

Location:

Grade: KS5

1. Purpose of job

Purpose of Job:

Maintain the efficient running of the school office, provide an administrative service to the Headteacher and staff and assist pupils and parents with any problems they might have.

Dimensions:

Office budget: decides what the money needs to be spent on and places orders for stocks and supplies. (£5000 p.a)

School Fund: collects and banks monies, keeps accounts and prepares for audit. (£7000 p.a)

Holiday Fund for the year 6 trip: collects quotes, negotiates prices, collects and banks monies and pays

invoices. (£3000 p.a)

Thanet Primary Schools Music Association: co-ordinates banking arrangements, collects and banks money, pays invoices and monitors accounts.

Supply Budget: arranges supply cover, processes paperwork including income from supply insurance, monitors the supply budget and reports to the Headteacher on the state of the supply budget. (£10000)

No directly subordinate staff.

Principal Accountabilities:
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a) Provide a secretarial and administrative service to the Headteacher and other staff, acting as a personal assistant to the Headteacher, keeping the diary, making arrangements and carrying out general office duties in order to free the Headteacher and other staff to concentrate on curricular issues.

b) Provide a first point of contact for pupils and parents at reception to deal with any problems that arise in the first instance or refer them on to ensure that problems are dealt with effectively.

c) Administrate the Personnel function, updating the record system and processing paperwork for appointments, changes and terminations to send to Area Office to ensure that all staff receive the correct contracts and pay.

d) Collate numbers of pupils requiring meals, process paperwork for free school meals and put in orders to ensure that all pupils requiring school meals receive them.

e) Design, update and produce school publications such as the prospectus and staff handbook to ensure that information is conveyed in a clear way that enhances the image of the school.

f) Arrange supply cover when needed, process the relevant paperwork,  including insurance claims, and monitor the supply budget to ensure that the school is sufficiently staffed at all times.

g) Control those areas of finance not directly connected to the overall school budget as shown in ‘Dimensions’ on page 2, to ensure that financial procedures are followed and best value is obtained at all times.

h) Administer medicines and first aid to pupils to ensure their welfare at school.

School Secretary

Necessary Experience:

· Experience more important than qualifications.

· Computer Literate.

· Word Processing experience.

· Capability with spreadsheets.

· Knowledge of financial matters, monitoring budgets.

· Ability to negotiate contracts.

· Willingness to learn.

· Good interpersonal skills.

· Confidentiality.

· Ability to work to own initiative

· Methodical and organised

· 2 years of previous school experience
 Scope for impact

Scope for impact:

a) The post holder saved the school a considerable amount of money by taking responsibility for creating the Individual Pupil Profiles documents which would otherwise have been contracted out.

The post holder collated information and designed the booklet to specifications set by the Headteacher and Governing Body. The post holder then typed and photocopied the document which runs to about 40 pages. Every pupil in the school requires one of these documents so the process of

updating and photocopying the document is on going. 

b) The post holder is also responsible for typing up new policies and updating the staff handbook.

c) The post holder put in place the absence monitoring procedure and set up a record system on the computer for ease of record keeping and report production.

6. Job context

Job Context:

The post holder provides a secretarial service to the Headteacher and staff and provides a first point of enquiry to parents and pupils.

The post holder has contact with the press, the Police and Social Services when issues arise that concern them and with commercial bodies to obtain quotes and negotiate contracts.

The post holder discusses LSA contracts with the Learning Support Service and the East Kent Behavioural Support Service and is part of a consortium with other schools in the area.

The post holder has regular contact with Area Office, particularly Personnel, Payroll and Finance.

The post holder is responsible for prioritising and setting their own deadlines according to the needs of the school.

The post holder must work within child protection and health and safety policies but has quite a lot of freedom around how their work is organised and carried out.

The post holder is expected to use their initiative to deal with problems in the first instance.

Organisation:
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Change Statement:

The post holder was first employed as a clerical assistant to answer the telephone, administer first aid and carry out basic secretarial duties such as typing letters. The job has now grown to include the responsibilities listed in "Principle Accountabilities". The changes in Education over the past few years

have resulted in the expansion of this post into a more administrative role involving the use of the post holder’s initiative to come up with solutions to problems and more financial responsibility.
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