New Hope Christian Academy 
Job Description
	DEPARTMENT
	Reception

	SCHOOL
	New Hope Christian Academy

	JOB TITLE
	School Secretary

	
	

	RESPONSIBLE TO
	School Director

	MAIN PURPOSE OF THE JOB


	To provide a secretarial service for the Director and to ensure appropriate administrative procedures are undertaken. To act as a first point of contact with parents, agencies and all visitors to the school.




Secretarial/Reception
1. To deal with enquiries, answering telephone and relaying messages to staff and pupils, to screen headteacher from routine enquiries, to arrange appointments.

2. To meet and greet visitors to the school professionally, with a warm and friendly disposition

3. To ensure reception area is kept neat and tidy at all times, replenishing free book stocks, leaflets and brochure periodically.

4. To sort incoming mail and despatch outgoing mail.

5. To check all school email, responding to each one accordingly, updating ad informing Director/Head teacher of any important issues.
6. Must be computer literate and have good knowledge of Microsoft application in word document, excel diary management and email.

7. Produce  all school documentation required by the Head and, where appropriate, other members of the teaching staff  -using standardised templates
8. To manage methodically the enquiries of new Prospective parents wishing to place there children at New Hope and sending out up-to-date clear and concise information that reflect quality of services.

9. To ensure that all school pupil and staff records are maintained in an orderly manner, reviewing arrangements as appropriate, and being responsible for confidentiality and security. Maintain other index and filing systems as required.

10. To ensure class registers are completed daily, kept up to date and returned to the office. 

11. To administer all correspondence, paperwork and other clerical duties required in        respect of the school’s relationship with the local education authority.  This        includes the completion of absence notifications and details of supply cover.

12. To photocopy and reproduce documents as and when required, and act as a key supervisor for photocopier /s
13. Liaise with Local Councils, Area Health Authority regarding medical and dental inspections,  and Social Services when necessary

14. Monitor student’s attendance, lateness and within school on a daily basis.

15. Maintain procedures for admission and withdrawal of pupils from the school and completion of termly administration sheets.

16. To check and replenish stationery stock and first aid supplies and to keep an up to date inventory of equipment on a monthly basis.
17. To sell uniform and associated items and monitor stock levels when necessary
18. To organise and book school visits and transport as required

19. If required, to help with admin request from teachers from time to time.
20. To carry out the above duties in accordance with New Hope Christian School Equal Opportunities Policy.
Finances

1. To manage all the school Fees and afterschool Income, checking with CMS (Credit Management Services) Direct Debit transactions and ensuring that Income for the school is received and managed methodically
2. Manage the Academy’s petty cash and records

3. To manage income and expenditure budget and financial report

This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post. 

