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Business Support – Secretarial (Grade 5)
Job Focus
To be read in conjunction with job descriptions within the Business Support family of jobs which provide the full range of responsibilities across the function. 
Role Description
Provide a confidential secretarial and administrative support service including producing basic letters and reports, maintaining records, arranging meetings and appointments and acting as a first point of contact for staff and members of the public, outside agencies and parents.
Specific additional duties and responsibilities
· Deal with telephone calls to the school, taking messages where appropriate.
· Word-process confidential correspondence including letters, reports etc.
· Service meetings within the school including preparing agenda, minute taking and distribution of documentation.
· Arrange meetings, interviews, appointments etc on behalf of the Headteacher.
· Be responsible for the distribution of incoming and outgoing post.
· Complete, collate and distribute documentation, forms, records etc.
· Prepare school documents, plans, policies, prospectuses, school displays as required
· Liaise with Reprographics regarding the printing of items, ensuring deadlines are met.

Position of job in organisational structure
Accountable to the School Business Manager and School Leadership Team (SLT).
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