
Trottiscliffe CE Primary School 
 

Job Title: School Secretary  
Responsible to: Headteacher 
Grade: KR5 
Functional links with: parents, children, staff, governors, outside agency personnel, LA 
staff and a range of contractors and maintenance personnel. 
 
Major duties and responsibilities:  
To provide comprehensive and organised secretarial and administrative support to the 
headteacher in the smooth and efficient running of the school. 
Ensuring that all administrative procedures, including administrative duties related to 
school personnel, are correctly followed and effectively co-ordinated. 
Supporting the headteacher in the preparation and monitoring of budgets, and reports to 
governors, working with the LA Bursar to ensure the proper operation of financial 
procedures and systems. 
Being aware of and complying with policies and procedures relating to Child Protection, 
Health and Safety, security, confidentiality and data protection, reporting all concerns to 
the headteacher. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Role and its impact/Key targets: 
 To provide a reception service, dealing with telephone calls, visitors and enquiries, 

including visits for prospective parents 

 To provide email correspondence, including letters, messages and information to 
parents, staff, governors and a range of professionals 

 To maintain diaries, arrange meetings, activities and events 
 To book supply teachers to cover absence and courses 
 To organise and maintain staffing records including absence procedures, maternity 

leave, contracts and terms of employment and pay records, dealing with any queries 
that occur 

 To ensure that all DBS, medical and qualification checks are up to date 

Key skills: 

 good spoken and written communication skills  
 a confident telephone manner  
 an organised and methodical approach to work good administrative skills  

 computer skills including use of word processing, spreadsheet and presentation 
software 

 competent use of the school SIMS system  

 the ability to work under pressure and prioritise tasks  
 confidence in handling cash and working with figures  
 the ability to work well with children, staff and parents  
 respect for confidential information  
 a patient and flexible attitude  

 the ability to work as part of a team and also on your own initiative.  
 



 To place adverts, obtain references, provide the headteacher with information about 
candidates and schedules for interviews, and provide any other administrative support 
for recruitment 

 To produce an induction pack for staff, updating as necessary 
 To organise and record staff training courses 
 To liaise with parents, children, staff, governors, outside agency personnel, LA staff 

and a range of contractors and maintenance personnel. 

 To operate and maintain administrative procedures including DfE and LA returns, 
including completing the termly Census and the School Workforce Census 

 To maintain pupil records and procedures including admissions, withdrawals, transfers, 
health matters etc. 

 To be responsible for the administration and completion of admission registers, passing 
on relevant information to school and LA staff 

 To undertake fire warden duties by distributing school registers and accounting for 
visitors 

 To operate purchasing and payment procedures, liaise with suppliers and contractors, 
and maintain the school inventories 

 To help prepare and monitor budgets and provide reports; collect, record and bank 
cash; and deal with payment claims 

 To help care for children who are unwell, acting as a qualified First Aider; and to 

administer medicines, within the guidelines of the school’s policies. 

 
 
 

Job activities: 

 Responsible for all of the activities of the school office on behalf of the headteacher 
 Makes frequent decisions, usually within established procedures, on a variety of 

issues that may arise during the day. 

 Uses interpersonal skills to deal with adults and children, sometimes on difficult 
issues 

 Operates office and IT equipment, systems and programmes, requiring accuracy 
and keyboard skills, including using SIMS; produces policy documents etc. 

 Represents the school management by telephone and through personal contact 
with parents, children, governors, staff, various outside agencies, LA staff and other 
appropriate professionals 

 Maintains and operates various records and returns 
 Exercises frequent judgements about the day to day financial management of 

school funds and budgets, in liaison with LA Bursar 
 Makes judgements, with the LA Attendance Officer, on dealing with children’s 

absences, lateness, illness and accidents 

 Ensures confidentiality and sensitivity in dealing with personnel matters 
 

 


