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HILDEN GRANGE SCHOOL

62 Dry Hill Park Road Tonbridge

Kent, TN10 3BX

Person Specification and Job Description

Job Title:

School Secretary
Hours


Part-time (3 days per week, 8am to 5pm)



Term time only plus 3 weeks.
Location:

Hilden Grange School, (part of the Alpha Plus Group)
Dry Hill Park Road, Tonbridge. TN10 3BX

Responsible to:
The Headmaster
Main Aims:
To undertake administrative duties to ensure the smooth running of the school and the school office.
The person appointed should:

· have a pleasant warm and welcoming personality

· have good inter-personal skills at all levels

· be efficient and reliable

· have good organisational skills

· be accurate when typing and inputting data

· be forward thinking and self-motivated

· make a good team member

· have the ability to work unsupervised, prioritise work levels and work under pressure
· respect confidentiality

· be flexible over working hours according to the needs of the school

· have a sense of humour and a sense of proportion

· be willing to engage in a programme of training as required to maintain the skills required for the post

The ideal candidate will have:

Essential:

· Excellent typing and computer skills

· Experience in a school or customer focused/service provider industry 

Desirable:

· A knowledge of SIMs would be helpful

· First Aid qualifications (training will be available)

The key responsibilities of the post are as follows:

1. To undertake typing/word-processing of correspondence and other documents for school staff, photo-copying of documents as required. 
2. To deal with telephone and personal callers, dealing personally with routine enquiries from parents, staff, pupils and visitors; taking messages or referring to the appropriate person by e-mail. 
3. To act as minute secretary for meetings as required.
4. To monitor pupil absence registers.
5. To maintain and monitor the school’s databases in accordance with statutory requirements.
6. To maintain supplies and services for the School Office.
7. To render emergency first aid to staff, pupils and visitors; training will be provided as necessary. 
8. To undertake other duties related to the job purpose as required from time to time.  
Additional Information:

The role of the School Secretary forms a key role in the running of this successful school.  Working alongside an administrative team, you are required to work as a team member whilst maintaining the ability to prioritise workloads.  The School Secretary will be the first contact with the school for most current and prospective parents whether by telephone or by personal visit to the school; the importance of the public relations role cannot be over emphasised.  

SAFEGUARDING

APG is committed to safeguarding and promoting the welfare of children and young people and as an

employee of APG you are expected to share this commitment.  The protection of our students’ welfare is the responsibility of all staff within APG Schools and individuals are expected to conduct themselves in a way that reflects the principles of our organisation.
	Note: This job description is indicative of the duties and responsibilities of the post but does not form part of any contract of employment. All jobs within the school evolve over time and their features vary from year to year.
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