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Four Elms Primary School, Bough Beech Road, Four Elms, Kent, TN8 6NE

Tel: 01732 700274

Executive Headteacher Mrs Liz Mitchell
Email: Exechead@inspirefederation.co.uk" 

Email: Exechead@inspirefederation.co.uk

Head of School Miss Jess Fermor
Email: fourelmsheadofschool@inspirefederation.co.uk  

Job Description

School Secretary
Salary: KR5 (FTE £22,595, Pro Rata £6,828.43)

Working Hours: 13 hours per week (30 mins lunch break) 8.30am to 3.30pm Monday, Thursday and Friday, term time only including inset days plus 2 additional days.

Reports to: Federation Office Manager
General Duties
· Maintain the efficient running of the school office and effective administration service to the Head of School, Exec Head and staff.  
· Maintain reception, answer the telephone and filter enquiries as appropriate.  
· Provide a friendly first point of contact for pupils, parents and visitors and to recognise the sensitive nature of some matters and documentation and the need for complete confidentiality. 
· Tend to children sent to the office during teaching hours and to contact home or responsible adult if necessary. 
· Administer first aid to both children and adults as required. First Aid training will be provided.
· Maintain the Bromcom database.
Specific Responsibilities

· Provide a secretarial and administrative service to the Head of School, Executive Headteacher and other staff, carrying out general office duties in order to free staff to concentrate on curricular issues.

· 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.
· Keep the single central register up to date at all times.
· Ensure the correct and timely processing of both the School Census and School Workforce Census.
· Administer DBS employment checks for new staff, governors and volunteers.
· Maintain the School’s Information Management data base (Bromcom) of pupil and staff records.
· Ensure letters and other forms of communication are sent to parents with a minimum of one weeks notice, in relation to school events.

· Communicate with staff when booking school events. 

· Check registers for absences and contact parents as necessary, process paperwork for free school meals and put in orders to ensure that all pupils requiring school meals receive them.

· Book supply teachers as directed by the Head of School or Assistant Headteacher.

· Administer medicines and first aid to pupils to ensure their welfare at school.
· Provide Head of School with weekly attendance data.
· Open and distribute post.
· Collate and update of pupil data sheets.

· Organise clubs, including letters to parents and allocating places.

· Such other duties as the Head of School, Executive Headteacher or Governors may from time to time require.

Hours of work:
Part-time – Tuesday and Wednesday 8:30-3:30pm (days may be negotiable)
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