Benchmarked Jobs for Schools

Clerical/Administrative/Secretarial
School Secretary

JD006 April 2003

Job Description

Job title: School Secretary 

Reports to: Headteacher 

Job holders name: 

Location:

Grade KS 6:

1. Purpose of job

Purpose of Job:

To provide effective administrative and financial management of the school.

2. Dimensions

Dimensions:

(1) Current year income and expenditure budgets relevant to the job and capital budget if appropriate:

Monitors main budget £206,000

Manages voluntary fund £ 2,500

(2) Numbers of directly subordinate staff with grade breakdown if large numbers apply.

None.

(3) Other relevant and readily available statistics or indicators about the scope of the job

Staff: 14

Pupils: 113 (4-11).

Principal Accountabilities:.

(a) Monitors main school budget, providing budget forecasts for governors and headteacher on a regular basis to ensure they are kept up to date on the school’s financial position and effective management of the overall school budget is maintained and the school stays within budgetary constraints.

(b) Manages the school cheque book/bank account, including liaising direct with bank over administrative issues, preparing invoices for payment, ensuring ledger and computer records have accurate information; reconciling bank statements with school records and dealing with any anomalies; preparing end of year accounts in accordance with KCC procedures to ensure compliance with KCC financial procedures.

(c) Maintains School’s Information Management System (SIMS) database of pupil and staff records and ensures that all personnel admin is processed in liaison with the Local Education Authority personnel dept so that there is correct payment of salaries and compliance with employment legislation.

(d) Manages the school fund, maintaining all records, including banking, reconciliation and preparation of accounts for audit to ensure that KCC financial procedures are followed.

(e) Ensures that equipment stocks are adequate and, when necessary re-ordered to keep stocks at an acceptable level, including providing information on prices by contacting suppliers direct, on behalf of school budget holders, in accordance with KCC’s Contract Standing Order and Local Management Scheme.

(f) Assist in the effective expenditure of the maintenance budget by liaising with contractors to obtain competitive estimates for building repairs and maintenance to ensure value for money.

(g) Co-ordinate administrative arrangements for school lettings in collaboration with the caretaker, to ensure maximum income is obtained for the school.

(h) Arrange supply cover for teaching staff absences and prepare all related documentation to maintain a full complement of teachers.

. Necessary experience

Necessary Experience:

· A minimum of 3 years general office experience essential .

· High level of computer literacy, including word processing essential - minimum level RSA Stage 2 or NVQ equivalent

· Previous experience of a wide range of financial systems, both manual and computerised essential

· Previous experience of: Schools Information Management System (SIMS)

· Local Resource Management (LRM)

· The postholder must also be able to deal with a variety of people in a sensitive and diplomatic manner and have regard for the confidential nature of the work.

5. Scope for impact

Scope for Impact:

(a) The Headteacher has a teaching commitment for part of the week and as the postholder is the only member of office staff, they are often the interface between irate parents, public, press and school and would need to deal with issues as they arise in an appropriate manner in the absence of the

headteacher.

(b) Since 1 April 2001 all schools are required to have their own bank accounts as part of the continuing delegation of services to schools, regardless of the size of school. The postholder was responsible for

implementing new systems and controls to ensure not only a smooth transition but also for the ongoing checking of bank statements and payroll information received from the Area Office, thus ensuring all staff were correctly paid each month/4 weeks, during this period of change.

(c) As part of the National Curriculum all classes undertake regular school outings, either on a daily or residential basis. The postholder would need to act on her own initiative to consider the wider aspects of the visit, i.e. Health & Safety, whether the travel company is reputable, confirming availability of

venues, ensuring cost effectiveness and reliability of travel company, collecting money from pupils and paying invoices etc in co-ordinating arrangements on behalf of the class teacher. 

Job Context:

2

The postholder has day to day contact with the headteacher, governors, all school staff, parents and members of the Education Office, giving and receiving information. The postholder regularly contacts contractors, suppliers and bank personnel.

Organisation:
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Change Statement:

The postholder is the only member of office staff at the school so with the introduction of the cheque book system this post has taken on all the additional duties as a result of the greater control of everyday finances

delegated to schools. This is part of the constant ongoing change in duties for school secretaries which has recently resulted in the post developing in terms of the level and amount of financial information the postholder is required to provide the Governing Body. 
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