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SCHOOL /COLLEGE SECRETARY JOB DESCRIPTION

Job Title: SCHOOL/COLLEGE SECRETARY

Establishment:

Responsibleto: Senior Secretary or Administrator

Brief description of job:

The Secretary is responsible for helping to provide an efficient and accessible administration service to support the
smooth running and effective management of the establishment. The Secretary will need to maintain a clear picture of

the students and the service provided. Thejob requires both efficiency and well-devel oped personal skills.

Key Result areas:

1 To attend for work reliably and punctually.

2 To attend al training as required and take part in a positive manner.

3 To know where Hesley Group policies are kept and to be aware of and follow their contents.

4 To remain vigilant and do everything possible to protect students/residents and others from abuse of a physical,

emotional, sexual, neglectful, financia or institutional nature. This includes an absolute requirement to report
any incident of this nature you witness, hear about or suspect.

5 To ensure that all students, residents and colleagues have equal opportunities, to acknowledge their individual
differences and uphold their rights and responsibilities, including the right not to be discriminated againgt, as
set out in law and by Hesley Group policies.

6 To contribute to making the admin team effective. This involves supporting other members of the team and
helping to build positive relationships. Y ou must be willing to give and receive constructive feedback aimed at
developing the quality of relationships and team performance.

7 To plan, organise and carry out your work to meet requirements. Continually looking for ways to improve
your own performance and identifying any training to help will form part of this.

8 To prepare a range of documents. This involves creating documents, producing and distributing mail-merge
documents, using corporate formats as required. This also includes photocopying and presenting complex
material and dealing with correspondence. It is likely to include, amongst others, documents related to such
matters as budgets, student case reviews and staff recruitment and selection.

9 To enter, find, update and store information in paper-based files so that they are always complete and
information can always be easily and quickly found.

10 To enter, store and find information on computer-based applications, using a recognisable filing structure, and
to produce reports from databases. Thiswill involve maintaining up to date staff and student databases.

11 To make and receive phone calls, send and receive faxes and e-mail using the required protocols.

12 To communicate effectively with people external to the company. This involves greeting people who visit or
call on the phone and dealing with their enquiries efficiently and sensitively. This may be about routine
matters or may involve helping people with problems and concerns, both of which will require a sound
knowledge of the work of the establishment.

13 To maintain stock levels and issue stock on request using the required procedure.
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14 To deal with mail as per the procedure set out for the establishment, maintaining the appropriate levels of
confidentiality. This includes receiving, sorting and distributing incoming mail promptly and, preparing and
dispatching mail at the appropriate time at the end of each day.

15 To contribute to effective communications by:

a) actively seeking information from your supervisor and by checking log books, noticeboards, diaries
and pigeon hole daily to and attending meetings as required and by;

b) keeping other admin staff informed, giving out information in a clear, legible, objective and
professional manner, in avariety of ways, using the appropriate level of confidentiality.

16 To carry out, as and when required, any additional tasks and responsihilities as are reasonably compatible with
thisjob description and it’ s objectives.

Health & Safety

17 In carrying out the tasks in this job description you have a duty (under Health & Safety legidation) to take
reasonable care for the health and safety of yourself and that of others. This implies taking positive steps to
understand the hazards in the workplace, to evaluate and take action to reduce the risks. It is expected that you
comply with safety rules and procedures and to ensure that nothing you do, or fail to do, puts yourself or others
at risk. Thisincludes contributing to a safe and secure environment for students.

The contribution of thisrole:

By effectively carrying out this role, you will make a significant contribution to establishing and maintaining a well
organised office, to building positive relationships and effective communications, and to providing areliable, competent
service both to employees and to people outside of the company. Thiswill make an important contribution to achieving
the Hesley Group’s goals.

Prepared by HUMan RESOUICES DEDL. .........cviiiiieiceeeee ettt resnesnen Date: 20 November 2001
Jobholder ......ccoiiii e, SIONED . DA e,
Manager  ..oovviiiieiee e e SIONE L. DALE
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