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General Responsibilities of Office Staff  
 
All members of the Office Staff are responsible for sharing information and for dedicating themselves to provide an efficient, confidential, co-operative and friendly service 
to all sections of the School. This requires the Office Staff to accept a commitment to combine their functions, often in ad hoc ways, to everyone’s mutual advantage. Such 
sharing of roles will occur, typically, when the telephone is busy and when visitors or deliveries arrive. Role sharing and mutual help are required at very busy times, such as 
the beginning and end of term when, for example, reports and invoices are despatched to parents.  
 
The School Secretary  
The post involves the day to day administration of the School, the control and organisation of the School Office, and undertaking accountancy tasks. 
 
Detailed Tasks  
The primary function of the School Secretary is the provision of daily administrative support for the School. The responsibilities include:  
 

 Accounting tasks relating to invoicing, billing and payroll. 

 Management of information received in the Office.  

 Preparing and posting daily attendance lists for breakfast club, classes, sports, after school clubs and teas, activities, minibus and late rooms. Maintenance of class regis-
ters.  

 Calculating charges for activities and extras as required and passing this information onto the Finance Office in time for end of term billing.  

 Welcoming and escorting of visitors to their destination.  

 Acting as the immediate point of contact with parents.  

 Dealing with pupil problems.  

 Responding to emails within the designated 24 hour turnaround time.  

 Ensuring that telephone calls are dealt with in a timely and efficient manner.  

 Control of all incoming and outgoing mail 

 Control of the School’s database and entering pupil information.  

 Control of the School’s communication and messaging systems  

 Overall control of the school stationery and its budget.  

 Control of access into the School Office.  

 Coordination of the end of term mailings, ensuring they are promptly despatched three times per year.  

 Providing administrative assistance for school events e.g. Prize Giving, Harvest Festival, as appropriate.  

 Responding to ad hoc requests from staff for reports and assistance.  

 Maintaining efficient filing of information in hard or electronic copy.  




