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Position: School Secretary
Responsibilities and Key Duties

Front of House (Reception) tasks: 
· Ensure that the telephone is answered within two rings, that accurate messages are taken and communicated and or re-routed to correct personnel within the school.  When teachers are teaching all messages should be emailed as they are taken for teachers to return after their lesson.
· Responsible for day to day messages, letters, and communication to parents by letter, email and clarion call/text message. The School Secretary is responsible for the main school ‘Info’ email account.  This can be uploaded onto a personal device to ensure that during periods of holiday, and if not at school, emails can continue to be monitored and directed to appropriate personnel.
· At the start of each day retrieve any voice mail messages from overnight.

· Open & distribute post.

· General filing where/when required.
· Responsible for maintenance and accuracy of school email class distribution lists and Outlook contacts.

· Responsible for maintenance and accuracy of Clarion Call records to ensure that we are able to send text messages to a full and correct list of parents during holidays and term time at all times.
· Responsible for welcoming, meeting and greeting all visitors, follow sign in/out procedure, provide visitors badges and let staff know when their respective guests arrive. 
· Hospitality for visitors – tea, coffee etc
· Accept all deliveries to the school and forward or notify relevant staff members appropriately.
· Accept children into morning clubs at appropriate times and be aware of part time staff arrivals.
Administration tasks:
· Responsible for the maintenance and accuracy of the CCR (Central Child Database), our main school database for the children.  Update as required when new children join, current children leave, move between classes and when parents update their information/contact details.  The Head of Admissions is responsible for the Leavers, Starters and House ‘tabs’. Ensure that an electronic copy of the CCR is saved every week and stored in a different, pre-determined location.

· Ensure that we have fully agreed and signed, key documentation for all children physically on file and electronically and accurately logged on the CCR database.  If we are missing documents chase accordingly.
1) Enrolment Form - Signed with date logged        

2) Photography Consent -  Log any areas that we do NOT have consent for
3) E-Safety Acceptable Use Consent - Prep School only, signed document
4) Code of Conduct - Reception and Above only 
5) Copy of Birth Certificate - All children
· Communication with Caterers 

· Responsible for ordering and communicating with our school caterers. Forward school numbers and specific allergies for the following term and as and when they change and communicate changes to teaching staff and Lunch Supervisors.  Hard copies including photos of children with allergies to be posted in the dining room, staff kitchen and Nursery, and updated when any changes made, also ensure that you let the Lunchtime Supervisors know of any changes.  
· Ensure that caterers are notified of new children in the Prep School and Nursery for numbers and alerted to any allergies. 
· Book Packed Lunch requirements for Trips (Inc. allergy requirements) include delivery time if trips leaving in the morning. 
· Before each trip ensure that you remind Caterer of the trip coming up and reconfirm requirements and numbers by email.
· Responsible for Transport Bookings 
· Book Any Coaches Required for Trips the Following Term (by the end of the term before). Before each trip ensure that you remind Coach Company of the trip coming up and reconfirm our specific requirements and numbers by email. Book swimming coaches required on a Wednesday at the end of the term before.  Please note that the Site Manager is also available with the school mini bus
· Arrange Taxis for any visitors needing collection from meetings

· House Tee-Shirts for Newbies:  When new children start at SHS, ensure that the class teacher has an appropriately sized House T-Shirts to give to new children on their first day. 

· After registration each morning (9.30am) check if children are absent without our knowing or consent.  It is the School Secretary’s responsibility to contact the parents and politely ask where the child is and under what circumstances they are absent.  Notify the class teacher of the outcome.

· Liaising with the Principal when approval for absence is requested (ie holiday or health) and communicating to parents if approval is granted.
· Email weekly school diary to staff so that they are aware of show rounds and other important visitors.

· Admin support to the Nursery Manager.

· Maintain the information section of the ISI Website annually, with school calendar and pupil numbers. Highlight any ISI publications to the Principal when they arrive by email into the ‘Info Account’ so they are not overlooked.

· General diary management and secretarial assistance for the Principal as required.

· Take minutes of meetings, type and distribute as required by the Principal.

· Administrative assistance for SENCO as and when required.

· Ability to cover in times of absence to maintain stationary and housekeeping supplies (Training to be provided by Bursar)
· Responsible for organising termly parent events, such as Parents Evenings (either with the new online booking system or manually using sign-up sheets, appointments, letters etc.)
· Responsible for general stationary levels and requirements for the admin team within the office each term provide a list for the Bursar to order.  Teaching Staff will order their own supplies.  
· Staff Meeting Minutes – for weekly staff meeting and any other ad-hoc meetings as required.
· Assemblies – admin support, certificates etc.
· Responsible for appropriate and careful archiving of old child files and administrative files which are legally required to be kept for 7 years, easily accessed and clearly labelled.  Provision for this will be made either on or off site.
· To provide a basic and supportive level of administration for teaching staff as required i.e. printing or photocopying documents if they are unable to for any reason, and contacting parents as required and on a day to day basis.
· Responsible for creation of child accounts on the ‘My Montessori Child’ App.  The School Secretary will generate access codes for parents and Montessori Directresses’ (Training will be provided).
· The School Secretary is required to follow up with parents if their child is not collected on time from school.  Class & Clubs Teachers will notify of children left behind and School Secretary to call parents.
· The School Secretary is required to have a keen and comprehensive knowledge of day to day events and a good understanding of workings and processes throughout the school and the individual children and parents, so giving parents, children and staff reassurance.
Pastoral tasks:
· Call/email parents to collect sick children in a timely manner and keep them updated if sickness progresses or changes.

· To take care of children when they are unwell, in an appropriate, caring and professional nature whilst they wait to be collected.

· Ensure that teaching staff complete the appropriate care plan in time for the child’s collection.

· Required to contact parents in the event of a ‘head injury’ even if the child is well enough to stay at school.
· Responsible for supervising attendance of children at school.  Notifying appropriate staff if a child is unwell/will not be in.  
· Responsible for medical admin – administering medicine form, care plans, health care plans etc.

· Responsible for the coordination of completion of Accident Forms.  The witnessing staff member completes the form.  The School Secretary informs the parents by email or phone (depending on urgency).  It is the School Secretary’s responsibility to get the completed form signed by the parent either on collection from school that day or via email as quickly as possible. The accident then needs to be recorded on the incident log.
Marketing tasks:
· To work with the Principal to collate and then publish the ‘diary of events’ onto the school parent portal of the website.
· Responsible for maintenance and updating of the school website.  The School Secretary will be furnished the passwords and access required to make changes on behalf of the Principal when required/approved.

· Responsible for the creation/production of the school weekly news bulletin, which includes reminders for parents, school lunch menus and links to website information.  

Premises tasks:

· To ensure that a caretaking function is provided whenever the School is in use if staff communicate maintenance issues around the school, ensure that these are forwarded to the Site Manager and that appropriate action taken.  ie cleanliness in loos, leaks etc is undertaken in a timely manner.

· Deal with General Suppliers – Water Coolers for water deliveries, Milk etc. and arrange for supplies if running low and notify of holidays so that deliveries cease.

· Ensure stocks of drinking water at all times.

Ensure that Timetables for communally used rooms are posted in Sports Hall, SEN/Enrichment Room, ICT Room and Library.

Miscellaneous: 

· To liaise with the Bursar and provide support for the DfES, statutory Authorities and other organisation as required, and be responsible for the records and returns required and requested of the school. 
· Liaise with the PA – emails, events, admin etc

· Work with Bursar and provide support when collating end of term reports and report cards.
· To attend Staff Meetings, Inset Days, Parent’s Evenings, Open Days and any other functions after school, at the weekend or during holiday periods as required by the SLT (Senior Leadership Team).

· To undertake other relevant administrative tasks or projects related to the post either at the direction of the SLT or by using his/her initiative.

· To play a full and embracing part in the life of the school and to undertake pastoral/supervisory duties as required.

· Abide by the objectives and targets of the school, and follow the procedures and practices utilised in all aspects of the work, including computerised and manual systems and the maintenance of relevant records.

· Fulfil personal requirements where appropriate with regards to school policies and procedures, particularly safeguarding, health and safety, equal opportunities, customer care and promotion of the school’s core values.

· To attend any other meeting deemed appropriate to the post.

· To carry out any additional duties which may from time to time be required by the SLT

· To exercise appropriate professionalism, discretion and confidentiality in the carrying out of all duties described above.

· To be calm and friendly to the best of his/her ability at all times.

· To attend any such courses deemed necessary by the SLT for the continuation and improvement of the School and it’s pupils.
· To ensure that all duties are carried out the highest standard and to reflect that high standard in dress and general appearance.
Conclusion

This job description is as it is at present – it is the practice of the School to periodically examine employees’ roles and update them as necessary. This procedure is conducted by the by the Principal. This could result in changes to the job description.
· This document does not provide a comprehensive definition of the post of School Secretary 
· The above is not an exhaustive list of duties and is in addition to those set out in the Staff Handbook and Contract of Employment.  
· The schedule is subject to modification or amendment at any time by the Principal if the needs of the School so require.
· This document will form the initial focus for the School appraisal procedure and be integral in any subsequent reviewing
· Other tasks may be considered necessary by the Principal/Bursar in view of the changing needs/policies of the School
· Some tasks may be modified, delegated or deleted in the light of further appointments to the School or changing circumstances according to the School Development Plan.


