Burnt Oak Primary School
Medway Council

Job Description

Job Title:
 

School Secretary – D2 – 37 hrs per week / TTO +SDDs + 3 days
Department:


Education 
Responsible to:

School Business Manager
Purpose

The postholder will provide an administrative, secretarial and organisation support service to the Senior Leadership Team (SLT) and the whole school community.
Accountability

1. Provide administrative, secretarial and organisation support to the Senior Leadership Team and the school, to include filing, preparing responses to enquiries for approval and signature by the Headteacher and SLT members, typing various documents, taking and receiving telephone calls and using fax and email systems.
2. Deal with correspondence in liaison with Line Managers. 
3. To prepare the first draft of the newsletter and distribute the final version of the newsletter to all members of the community.

4. To liaise with the CPD Co-ordinator in booking & logging courses etc.
5. Be fully aware of Child Protection procedures and take appropriate action when judged necessary (training will be given).

6. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.
7. To be responsible for tasks relating to casual admissions, the transfer of leavers, the intake of new Reception year and the maintenance of pupil records.

8. To ensure SIMS is updated daily for pupil registration, investigating any unexplained absence. Work with SEASS on all non-attendance matters.

9. Prepare quarterly pupil attendance data for Governors.

10. To maintain records of staff absences.

11. Maintain and input data on School systems as and when necessary ie pupils and staffing details etc.
12. Maintain online communication system (SchoolsBuddy) and act as main contact both internally and externally.

13. Maintain general administrative filing and paper and computer based records to ensure data can be extracted easily when required.

14. Act as a point of contact within the school, filtering enquiries as appropriate and taking and passing on messages to appropriate staff including hospitality to visitors. 
15. Work with outside agencies as and when required.
16. To ensure that the Learning Platform diary is kept up-to-date.

17. Act in accordance with the equal opportunities policy and undertake the duties as required by School Development Plan.
18. Administering of first aid and taking responsibility for the welfare need of all children.

19. During the absence of the Finance Assistant or Admin Assistant, the Postholder will undertake additional responsibilities as directed by the School Business Manager.
20. To take part in ‘in service training’ as required.
21. Undertake other duties considered within the scope of the post, as required.

22. Monitor Breakfast Club and After School Club payments and registration, create invoices and record payments.

Organisation

· The postholder will be line managed by the School Business Manager through daily contact.

· The postholder will have no line management responsibility.

· The postholder will have regular contact with pupils, parents, relatives, all school staff, governors, community members, Local Authority staff and other schools.
· The postholder will be responsible for the provision of an effective school administrative support service during the absence of the Business Manager.

Person Specification

· GCSEs in English and Maths at grades A - C or equivalent.  Ideally with RSA III or equivalent in word processing / secretarial skills but not essential.
· Good standard of education, willingness to undertake professional development training.

· Experience of working in a school office environment.

· Experience of a wide range of administrative tasks.

· Excellent working knowledge of Microsoft Office (Word, Excel, Publisher) 

· Knowledge of SIMS

· Excellent interpersonal skills

· Good organisational skills and able to implement efficient and good practices

· Ability to work collaboratively 

· Ability to interpret varying situations and solve problems on a day to day basis.

· Ability to work independently within set boundaries

· Ability to cope with conflicting demands, deadlines and interruptions 

· Empathy with children 

· Interest in own personal development and willingness to undertake further training

· Willingness to be flexible
· Ability to meet the physical demands of the post
· Willingness to undertake First Aid Training
Financial Accountabilities

The postholder will assist in the day to day recording of sales and various school activities, bringing to the attention of the School Business Manager issues related to irregularities.

Working Environment

The post will be office-based within the school and be term time only working 8 additional days.
General duties / Responsibilities 

Safeguarding and promoting the welfare of children is employee’s responsibility. Everyone at Burnt Oak School has a role to play in safeguarding pupils. In order to fulfil this responsibility, all staff should make sure their approach is always child centred. Staff will follow school policy with regard to all safeguarding matters at all times.
Competencies – School Secretary

	Job Knowledge
	Problem Solving

	· Have a good knowledge of Office Administration and Microsoft Office and experience of using SIMS.net

· Have a good broad knowledge of  all School’s Policy and Procedures

· Good knowledge of ICT
	· Ability to resolve queries

· Ability to work within loose procedures to maintain standards

· Able to deal with familiar patterns requiring some discretion

	Cooperation/Teamwork
	Self Management

	· Ability to communicate effectively 

· Ability to provide support and act to support change

· Develop and maintain working relationships with other professionals

· Support the development effectiveness of work teams

· Liaise effectively with parents 

· Ability to relate well to children
	· Ability to prioritise workload and meet deadlines

· Ability to respond calmly with patience showing self composure and a positive attitude even in difficult situations

· Ability to act professionally, keeping promises and raising ethical concerns

· Adaptable to new ideas and able to meet unexpected demands

· Ability to set challenging goals and show initiative to improve performance


This job description is subject to review by the Headteacher in consultation with the postholder as appropriate to the changing needs of the school.

Signed:

	
________________________


Post Holder
	
________________________


Headteacher

	
Date:
	
Date:
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