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              GRANGE PARK PRIMARY SCHOOL

             JOB DESCRIPTION : School Secretary                             
Main Duties and Responsibilities
· Ensuring the efficient day to day management of the school office.

· Carrying out all administration tasks as directed by the Headteacher.

· Dealing with  reception/visitor matters.

· Typing and clerical duties, routine correspondence and filing.

· Managing manual and computerised record/information systems.

· Analysing and evaluating data/information and producing reports/information/data as required.

· Undertaking typing and word-processing and IT based tasks.

· Providing personal, administrative and organisation support to other staff.

· Undertaking administration of  procedures.

· Completing and submitting forms, returns etc including those to outside agencies.

· Monitoring and managing stock within an agreed budget, cataloguing resources and undertaking audits as required.

· Undertaking financial administration procedures.

· Assisting with planning, monitoring and evaluation of budget.

· Accounting for, reconciling and security of dinner money, school fund and/or other amounts of cash/expenditure, cheques etc in accordance with Financial Regulations.

· Dealing with registers and information, managing all school meals procedures (SIMS dinner money module).

· Proof reading of draft reports and letters from staff, editing and distributing as required.

· Demonstrating expertise in the systems of SAP/SIMS (including dinner money module)

General Requirements

· Being an effective role model for the standards of behaviour expected of pupils.

· Having due regard to confidentiality, child protection procedures, health and safety, other statutory requirements and the policies of the governing body and local authority.

· Treating pupils consistently with respect and consideration and being concerned with their development as learners.
· Working collaboratively with colleagues as part of a professional team and carrying out roles effectively, knowing when to seek help and advice from colleagues.

· Working within schools policies and procedures and being aware of legislation relevant to personal role and responsibilities in the school.

· Building and maintaining successful relationships with pupils, parents/carers and staff.

