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Upton Hall School FCJ

JOB DESCRIPTION:  Curriculum & Pastoral Secretary
Responsible to the Director of Business, the holder of this post will work with the

Deputy Heads (Curriculum and Pedagogy & Pastoral) and Subject Staff
Monday to Thursday 8.15am – 4.30pm, Friday 8.15am – 4.15pm (43-week contract)
 Salary Range 5-6, £17,903-£18,260 (Actual)
Within the context of the School’s Mission Statement and Aims and Objectives to include the following responsibilities:

1. Provide secretarial and administrative support to the Deputy Heads (Curriculum and Pedagogy & Pastoral) and TLR subject and pastoral leaders.

· This will include letters to parents regarding progress

· Standard letters – non-finance related
· Website updating

· Annual Year 7 MFL letters 

· Annual Year 10 Interviews and Summer Work packs

· Preparation for the Outstanding Teacher Programme
2. Receive and respond to correspondence and telephone calls on behalf of the Deputy Heads - Curriculum & Pastoral

· Liaison with outside agencies including school nurse
· Preparation of documents for special needs
· Taking of Minutes of meetings including Team around the Family (TAF)
· Ensuring that reports on pupils specific learning difficulties are filed
3. Filing of letters, file notes and other documentation into the pupils’ hanging files
4. Ongoing action for incoming Parent e-mails for Years 7-11 

5. In-Touch communications as and when required  

6. Organise School events including the documents and schedules required:
· Open Evenings
· Induction Evening

· Support for Entrance Examination

· Parents’ Information Evening

· Parent/Teacher Meetings
· Awards’ Afternoon
· Year 8 and 9 Options Process

· Celebration of Achievement

· Chapel, Christmas and Summer Concerts

· Support for School Production

· School Photographer
7. Organisation of transition meetings including Primary Visits
8. Preparation of School Publications 
· Production of Key Curriculum Booklets
· Booklets for Prospectus
9. Preparation of weekly bulletin and weekly pupil notices
10. Reception duty as required
11. Booking of courses, visits and organisation of hospitality for visitors

12. Other duties as reasonably directed by the Headmistress or the Director of Business.
Other Duties

1. Whilst every effort has been made to explain the duties and responsibilities of the post each individual task undertaken may not be identified.

2. Staff are expected to comply with any reasonable request from the Headmistress to undertake work of a similar level that is not specified in this job description.

3. The school will endeavour to make the necessary adjustments to the job and working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

4. All staff at Upton Hall School, teaching and support, have a crucial role to play in setting standards. Through a professional, caring and sensitive approach based on mutual respect, we achieve a great deal. In particular, we expect all staff to be committed to our FCJ ethos as we encourage our pupils to use their talents and gifts in the service of others.

