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Grade 5 School Secretary

PRIME OBJECTIVES OF THE POST: To provide an efficient and effective secretarial service to the school

SUPERVISION AND GUIDANCE: To work under the guidance of the Headteacher and other senior staff 

MAIN DUTIES:                                                                                                                                          
1. Responsible for the planning, development, design, organisation and monitoring of support systems, procedures and policies
2. Liaise between school leadership team, teaching staff and support staff
3. Responsible for the production of detailed reports and information as required.
4. Produce and respond to correspondence as directed by Head Teacher.
5. Provide administrative support to the Governing Body.
6. Liaising with Senior Leadership and the Local Authority about the preparation of contracts and ensuring DBS documents are completed.
7. Ensuring that the personnel database is up to data at all times.
8. Responsible for submitting of monthly timesheets for staff and supply teachers. 
9. Support the Headteacher with the management of expenditure within an agreed budget.
10. Maintain accurate, auditable records to monitor activity of Private Account Funds via Excel Spreadsheet and to notify fund holders.
11. Responsible for undertaking regular reconciliation and balancing of the Private Account with bank statements.
12. Responsible for the production of an annual balance statement for external auditing purposes.
13. Responsible for financial processes and procedures.
14. Manage the Petty Cash account and allocate Petty Cash monies (in cash or by cheque) as authorised by the Head Teacher in accordance with the Authority’s procedures.
15. Responsible for ensuring that all monies collected are banked in accordance with the Authority’s procedures and processes.
16. Ensure the correct allocation to cost centre of all expenditure and income and the subsequent reporting to budget holders ensuring that they are aware of any over or under spend, projected or actual.
17. Responsible for ensuring the preparation and maintenance of such reports, records and accounts as are required in conjunction with the school’s computerised accounting systems.
18. Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person to ensure the school complies with all current legislation. 
19. Participate in training and other learning activities and performance development as required
20. Responsible for ensuring that the best possible prices are secured from suppliers via a system of Tenders and Quotations and check on delivery.
21. Responsible for ensuring the ordering of supplies and equipment for the school including issuing of invoices and ensuring settlement of accounts.
22. Responsible for ensuring the effective and efficient operation of day to day administrative functions.
23. To attend any training courses relevant to the post, ensuring continuing, personal and professional development.
24.  Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.
25.  The Post holder may undertake any other duties that are commensurate with the post.




Current Responsibilities also include : 

26.  To distribute the regular school newsletter including publicity dates and information via social media and on site notice boards.
27.  To keep the website up to date and compliant with appropriate support from web design company.
28.  To support the HT in raising attendance in school through monitoring and evaluating attendance and absence.
29. To ensure pupils new to school are admitted and relevant information is received timely and feeds into school systems.
30. To support pupils and/or PTA in the collection of fundraising activities and feed this back into financial systems within school.
31. To monitor and support the running of curriculum systems and online resources.
32. To produce suspension letters and support the SLT with complying with legislation.
33. To ensure pupil transition, within school or to another setting, is transparent and supports the movement of data in a confidential and timely manner.
34. To ensure office stock is fit for purpose.
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