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	ORCHARDS ACADEMY JOB DESCRIPTION

SCHOOL SECRETARY/OFFICE ADMINISTRATOR


	Job Title: 
School Secretary/ Office Administrator
	Responsible to:  Head’s PA
	Hours per week: 37
41 Weeks per year (Term time, plus 1 week of Inset days, plus 2 weeks during school holiday periods)

	Generic Duties and Responsibilities

	To support and follow the Academy’s policies by:

· Proactively promoting excellent working conditions and working to promote support systems for the staff and the Academy.

· Be committed to safeguarding and promoting the welfare of children and young people

· Maintain awareness of and commitment to the Academy’s equal opportunities policy in relation to both employment and service delivery.

· To ensure full compliance with the Health and Safety at Work Act, Data Protection Act and other relevant legislation.

	Specific Aims and Objectives

	· To provide an exceptional secretarial and administration service to all staff, students and visitors to the Academy.

· To support other members of the admin team at peak times.

	Professional Duties

	· Welcoming visitors and provision of hospitality (when requested). 

· All Admissions paper work – i) Casual Admissions, ii) Annual Admissions, iii) Managed Moves

· Collate paperwork for Exclusions, maintain monitoring spreadsheet and advising the Local Authority

· Produce behaviour letters and update spreadsheets with positives/ negatives
· Produce options booklets for HOY and collate responses

· Update student timetables as requested

· Produce all Parents Consultation letters and ensure all arrangements are completed with relevant HOY.

· Ensure reports are printed and posted home to parents.

· Ensure monthly reports are produced and collated for Head’s PA for all leavers and Joiners.

· Routine and ad-hoc letters to parents as directed

· Design and produce programmes, certificates and tickets for school events such as the school production, school prom, prize giving event and others.

· Assist with the organisation and running of all Open morning/ evening events.

· Design and produce termly newsletter for parents

· Collation and update of spreadsheets for all the above events.

· Answering telephone calls and dealing with these as quickly as possible, directing them when necessary.

· Valuables – safe storage where appropriate (these include mobile phones, cash and passports) and logging of such valuables.

· Assisting students with their day-to-day requirements.

· Be on call as First-Aider for injured students.
· Check/Audit First Aid boxes three times a year and replenish as required.
· Give First-Aid advice by ringing parent, advising SLT and/or phoning for ambulance.

· Oversee the administering of prescribed drugs to those students requiring medication and keeping logs of medicines given/ held on site.

· During a fire drill, take medical and signing out books and emergency medicine wallet.

· To cover the Receptionist duties in their absence.
· Secretarial support to Head’s PA

· Bulk photocopying, laminating and spiral binding.

· Any duties deemed reasonable by the Head Teacher and/or Business Manager.
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