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Job Description- Secretarial Assistant Scale D 
Responsible to: The Executive Headteacher or the Executive Deputy/Assistant Head in her absence 

1. Purpose and Scope 
To provide a high standard of secretarial support to the federation, its teachers, pupils and family by 
working flexibly with other administrative staff, ensuring that duties are carried out efficiently and 
effectively. 

 

2. Organisational Relationships 
Responsible directly to the Executive Headteacher or SLT in her absence. Job holders will be expected 
to be flexible in their duties and carry out any other duties commensurate with the grade and falling 
within the general scope of the job, as requested by leaders. 

 

3. Principal Duties and Responsibilities 
3.1 To undertake word processing and other IT based tasks, both of a general nature as may be 

required to meet the needs of the federation, and in respect of support to teachers.  Provide 
secretarial support as required. To be able to use Microsoft forms to collect and process data and 
permissions and admissions.  

3.2 To set up/cease and manage contracts for staff with HR, liaising with the finance officer and 
Head to ensure accuracy 

3.3 To deal with job vacancies in terms of seeking references, maintaining accurate records, setting 
up files and ensuring candidates or new employees receive the correct paperwork in a timely 
fashion 

3.4 To manage the DBS process to ensure it is completed effectively, and to record all information 
accurately on the SCR  

3.5 To manage attendance in the school and in liaison with the other secretarial assistant to ensure all 
statutory duties are fulfilled, attendance is properly coded and absences are actioned 

3.6 To promote good attendance and to ensure those with poor attendance are noted and actioned. To 
set up and run attendance panels with the other secretarial assistant. To also liaise with other 
agencies, families, other schools and the LA attendance team to ensure accurate information is 
kept.  

3.7 To manage the admissions process, arranging information to be sent out and collected and 
processed in line with GDPR regulations and the Federation’s own systems. To manage transfers 
between schools and across the Federation.  
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3.8 To manage the payroll system, collecting and recording information accurately. Submitting returns 

and documents by given deadlines and keeping the finance officer informed of any changes.  
3.9 To manage the supply staff by ensuring all information is recorded accurately and supply is booked 

in line with the agreed processes in place. To ensure all safeguarding checks have been completed 
and checked before any staff or visitors come into school.  

3.10 To maintain the MIS (Pupil Asset) and ensure it is always up to date, including courses and 
training. To book courses and training as required and record appropriately.  

3.11 To answer the telephone and to receive and reply promptly to any telephone messages, dealing as 
appropriate with routine enquiries. To deal with enquiries from parents/carers, members of the 
school community and others courteously and efficiently and to assist with the reception of 
visitors and the receipt of calls to staff in the school. 

3.12 To ensure that visitors and callers to the school are courteously and correctly received  
3.13 To distribute information via email or text or phone to different groups eg staff, governors and 

parents/carers.  
3.14 To undertake secretarial tasks such as filing, photocopying duties and associated tasks. 
3.15 Maintain and update the school's database, as appropriate, such as contact details for families. 
3.16 To ensure all visitors have been checked and signed in safely and have been given copies of 

safeguarding procedures. To ensure track and trace details are collected from visitors in COVID 
times.  

3.17 To undertake general clerical and administrative duties of a routine nature which could include:- 
a. Completion of staffing and other returns 
b. Personnel/staffing administrative matters, for example, maintaining confidential staff 

records, completing appointments details, etc.; 
c. Assisting with arrangements for visits, such as dentists, photographers if required 
d. Printing off attendance and other reports for teachers  
e. Assisting with ordering and storage of supplies  
f. Assisting with the preparation of forms, maintenance of records/registers, computerised 

data and management information such as pupil admissions/leavers, pupil absences etc 
g. Collect, receive, record and bank money e.g. school meals and school trip money and work 

within the school’s on line payments system.  
h. Complete orders for office stationery items 
i. Read and respond to emails as required 
j. Ensure a high level of safeguarding and know the procedures are followed 
k. Maintain confidential records on CPOMS 

3.18 To undertake any other duties that is within the scope of the post, as determined by the 
Executive Headteacher or SLT. 

3.19 To undertake first aid training and to carry out first aid duties as required, including 
administering medication  

3.20 To work in either school if the need arises as part of the administrative team 
 

4. General Responsibilities 
4.1 To understand and support the federation’s aims and values. 

4.2 To understand and contribute to the process of the Federation self review. 

4.3 To attend professional development activities as requested by the Executive Headteacher that 
support the SDIP, the needs of the children and the professional development needs of the 
employee. 

4.4 To have an understanding of the SDIP and own roles and responsibilities within this. 
 

5. Support for the Secretarial Assistant 

5.1 To have opportunities for discussion with the Executive Headteacher or SLT where any issues can 
be discussed openly and honestly  

5.2 To be kept up to date with current issues and developments in the Federation as appropriate. 



   
 
5.3 To be supported in their professional development by the Executive Headteacher and to 

understand that they may always approach the Executive Head directly with any concerns or 
suggestions. 

5.4 To have training and development needs identified and met after consultation with the Executive 
Headteacher. 

 

 
Secretarial Assistant ……………………………………Executive Headteacher …………………………………….. Date ………………… 

 
 
 


