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Role Profile for the Post of School Secretary

 With specific responsibility for 

Post-16 & work related learning activities


Accountable to: 


Assistant Headteacher/Head’s PA 
Accountable for: 


N/A

Location: 


Oathall Community College

Grade: 


4
JOB SUMMARY

Based in reception, the post holder will provide a broad range of secretarial support but with specific responsibility for the administration of post-16 and work-related learning activities and also the Alumni organisation. The post holder will work closely with the reception team, Heads PA and other key members of staff. 

MAIN TASK AREAS 

General Clerical Duties 
· Undertake normal office secretarial tasks; filing, photocopying, opening mail, answering emails, typing letters, minutes, reports, proof-reading documents etc.

· Provide cover in reception; answer and deal with overflow incoming telephone calls, emails, post, deliveries and meeting and greeting visitors. (From 8.00am)
Post 16 & work-related learning (WRL)
· Liaise with the lead teacher on planning and administration of post-16 & WRL activities

· Coordinate and advise on the application process for students wishing to apply to FE colleges and establishments. (Assist with application forms, help to arrange interviews etc.)

· Arrange for independent careers advice & liaise over organisation of careers advice interviews. 

· Support and assist the setting up of the post 16 FE college open evening. 

· Coordinate the provision of student references for post 16 routes

· Manage the efficient administration of all processes and paperwork connected with careers and FE 

· Provide management data on post-16 outcomes for students

· Manage the Alumni association

Any Other Duties

· To maintain confidentiality and observe data protection and associated guidelines where appropriate. 

· To carry out the duties and responsibilities of the post in compliance with the School’s Equal Opportunities Policy. 

· Observe all Oathall Community College practices relating to child protection, security, fire and emergency and Health and Safety.

· To understand and comply with all other relevant school policies. 

· To carry out any other reasonable duties and responsibilities within the overall function, commensurate with the level of responsibilities of the post. 

· Participate in in-service training as appropriate to role

· Undertake any other duties as may reasonably be requested of a student support assistant as directed by your line manager. 
	Type of education, skills, attribute and experience
	Requirement level

	Education 

	Education to minimum level 3 qualification including a level 2 qualification in English and Maths
	Essential

	Secretarial Qualification 
	Desirable

	Level 4 or above qualification in English.
	Desirable

	Experience & Skills

	Computer literate and able to type. Able to use standard office software applications (Google, Word, Outlook etc.)
	Essential

	Good copywriting and proofreading skills. Excellent standard of spoken and written English 
	Essential 

	Exceptionally good organisational skills including the ability to plan, prioritise, work to deadline and manage time effectively
	Essential

	Experience of working in an office or school office environment 
	Desirable 

	Experience of working with SIMS or similar management information systems
	Desirable

	Experience of working in a customer focussed role 
	Desirable 

	Attributes

	Must be able to start work at 8.00am
	Essential

	Confident communicator – both face-to-face, on the phone and in writing
	Essential

	Positive, can-do attitude
	Essential

	Ability to communicate diplomatically and sympathetically with a range of different audiences
	Essential

	A desire to learn and develop skills through independent research. An ability to use own initiative to ‘work it out’.
	Essential

	A desire to see jobs completed to a high standard & with close attention to detail
	Essential

	Ability to use initiative, work independently and manage and prioritise own workload. 
	Essential 

	Ability to collaborate and work as a team
	Essential

	Smart professional appearance
	Essential
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