Beech House School

Secretary ~ Job Description
Main purpose of job:

To provide an efficient and confidential secretarial support, including data – entry and general administrative work for the Principal and Academic staff. To effectively manage the Principal’s diary.

Main Duties:

● 
To maintain the Principal’s diary and bring meetings and other appointments to their attention.  

●
To ensure that the Principal is briefed for all meetings with relevant correspondence, documents/presentations and in the Principal’s absence refer matters to the Assistant Headteacher.

●
To act as a first point of contact for visitors, staff and students who have a meeting with or wish to speak to the Principal.
●
Dealing with the daily post and emails.

●
Answering telephone enquires from prospective parents, current parents, press, public and other educational establishments.

●
Typing the Principal’s correspondence, reports, budget and papers for distribution to staff.

●
To attend and take minutes of any meetings as requested by the Principal.
●
Updating joining instructions and Prospectus inserts.
●
Assistance to staff, including dealing with their requests for correspondence.

●
Dealing with pupils on a day to day basis in the School Office.

●
Dealing with queries from parents.
●
To accurately maintain the school databases.

●
To create, produce, maintain and distribute the school calendar.

●
Promoting the School through telephone enquiries and personal contact with parents and general public.

●
Dealing personally with requests from teaching staff, pupils, parents and visitors to the School.

●
Comply with the requirements of health and safety, other relevant legislation and school policies and to understand and comply with the school’s Equal Opportunities Policy. 

●
Dealing with queries – especially in the absence of the Principal – and deciding how to deal with the query and whether it should be referred to another member of staff. 

●
Dealing with parent queries – deciding what action needs to be taken and by whom. 

● 
Maintaining high and professional standards as the front line to the school. 
●
Additional duties as required by the Principal within the context of the post.
Each member of the administration team has their own main area of responsibility but it is expected that everyone has a flexible attitude and is willing and able to assist in other areas when required. This is a very busy office and each member of the team carries out general duties in respect of reception of parents and visitors, telephones, intercom and students. 

A great deal of the information and work dealt with is, of necessity, confidential, and it is important that none of this information is disclosed to any unauthorised person, and that is dealt with discreetly and with integrity. 
