JOB DESCRIPTION
English Martyrs’ RC Primary School
Designation: School Secretary / Office Manager
Department: Education 
Responsible to: Head Teacher
Purpose
To manage a comprehensive administrative and organisational support service to the Headteacher, Business Manager, teachers and school.

Duties and responsibilities
· Act as a personal assistant when appropriate to the Head Teacher, ensuring that they are kept informed of issues within the school.
· To promote the Catholic ethos of our school.
· To arrange provision of hospitality to visitors as required.

· To be responsible for the efficient and effective running of the school’s administrative support services.

· To support with the coordination and production of reports and statistical data (Workforce Census) by the school for teachers and outside bodies in accordance with set timescales and to meet ad hoc requests.

· To be responsible for the maintenance and supervision of staffs’ records on Arbor and Staff safe (including management of staff leaving and joining and the SCR).

· To support with the HR contracts of joiners and leavers.

· To support with payroll (time sheets, payroll queries, etc).
· To effectively manage the school secretary/receptionist
· To liaise with parents and members of the general public, and support the Headteacher in the general marketing of the school.

· To effectively and efficiently manage the communication between the school and parents by e-mail, letter, text and Arbor.
· To be responsible for Office organisation, ensuring the Office space is kept tidy.

· To be responsible for the collection, checking and banking of income, in conjunction with the Headteacher and Finance Officer, ensuring the secure storage of any monies.

· To ensure an effective communication and liaison system between all members of the Office Team, staff, parents, LGC and Trust team.
· To ensure all matters of a confidential nature are not disclosed and in keeping with GDPR
· To maintain procedures for the pastoral care and welfare of the pupils.
· Safeguard and promote the welfare of children and follow school policies and the staff code of conduct.

· Demonstrate knowledge of guidance and requirements around safeguarding children.
· Knowledge of EVOLVE is desirable.
· Ability to support the Business Manager with day to day financial tasks such as raising purchase orders and processing invoices is desirable.
Organisation
The post holder is immediately responsible to the Headteacher. The post holder will be responsible for the efficient running of the school administrative support services and will be expected to deal with unexpected problems. The post holder will have contact with all stakeholders (teaching & non-teaching staff, LGC, KCSP team, children and parents). 

Working Environment
This post is based within the school.
