JOB EVALUATION CODE:  CYSH011

CORNWALL COUNCIL

School Based

JOB DESCRIPTION
Department:




St. Maddern’s School
Job Title:




School Secretary (with financial 






responsibilities)
Grade:





F


Responsible to:



Headteacher
Supervisory Responsibility:

None
Important Functional Relationships:
Internal:  Headteacher, School management team, Teaching and non-Teaching Staff, pupils.


External:  LEA representatives, Cornwall Council Departments, other Schools and Colleges, Suppliers of goods and services, parents, visitors to the school.
Main Purpose of Job:

To provide financial, administrative and clerical support to the School.  To be the first point of contact with the general public in person and by telephone.

Main Duties and Responsibilities
1.  To welcome visitors, ensuring signing in procedures are followed, to receive and prioritise incoming telephone calls and deal with them appropriately taking messages as required.

2.  To provide a professional and confidential secretarial service for the school including word processing of correspondence, reports, publications and other documents as required.

3.  To sort, distribute and administer incoming and outgoing mail.

4.  To update all school records and files remain up-to-date and in accordance with Data Protection legislative requirements and to participate in maintaining back up systems.  
5.  To undertake associated personnel administration, including completion of staffing forms, monthly payroll reconciliation, liaising with Education Personnel as appropriate and maintaining staff files, ensuring confidentiality with regard to such records.
6.  To undertake the necessary administration associated with the School’s intake of new pupil and pupils leaving the school, ensuring records are forwarded appropriately.  To maintain pupil records appropriately ensuring confidentiality with such records.

7.  To be responsible for the maintenance of electronic and manual records including completion of returns, reports and statistics as required by the LEA and/ or other third parties.  To maintain at all times the utmost confidentiality with regard to such records.

8.  To field pay queries, liaise with the Council’s Payroll Department and provide prompt resolutions to any pay errors or queries.

9.  To ensure the provision of administrative support in respect of timetables, registers and absences, lettings diary, staff sickness, post book, school meals, school events and outings, medical and dental visits.

10.  To organise all arrangements for meetings as required.

11.  To organise and maintain the Headteacher’s diary, arranging appointments and liaising with the Headteacher regularly to follow up on external and internal communications.

12.  To be responsible for office organisation including stock control of office stationery and consumables.  To maintain the photocopier and ensure photocopying supplies are available.
13.  To handle the ordering (as approved), receipt and distribution of goods and to obtain information regarding costs and delivery of goods and services.

14.  To operate the school’s accounting system including order processing, accounts payable and receivable, reconciliations, petty cash, bank processing and report generation, working in close liaison with the Accounting Technician/School Bursar.

15.  To administer the receipt and banking of various monies including private school funds and other non-public fund-raising. To be responsible for receiving, checking and issuing of receipts for all payments made and monies received by the school. 
16.  To prepare all monies and cheques received by the school for banking, ensuring appropriate use of each of the schools’ bank accounts and full adherence to the school’s cash and accounts security procedures.
17.  To keep accurate and up-to-date budget information in order to answer queries promptly.

18.  To be responsible for supervising support staff undertaking finance-related work, including training and familiarisation of the school’s accounting systems.  To organise all of the school’s finance-related work appropriately, ensuring timely completion of all tasks and adherence to the school financial policies and procedures.

19.  To be responsible for the routine maintenance and operation of the School’s computerised accounting systems and SIMS, including purchase order processing, account payments and receipts, production of invoices and billing, bank processing and reconciliation, and report generation.

20.  To be responsible for the finance office’s full adherence to the school’s security procedures, ensuring security of all monies and financial information at all times.  To ensure all processes and work undertaken meets with the financial regulations and internal and external auditory processes.

21.  To ensure the processing of authorised orders in accordance with the agreed priorities and deadlines and in accordance with the working practices of the finance office.  

22.  To liaise with the reprographics section and to monitor all reprographics/ photocopying costs ensuring appropriate charges are made to each school department/budget holder.

23.  To ensure the production and despatch of cheque payments for all authorised invoices prior to their due dates and details of payments and invoices are logged on the school’s financial accounting computer systems.

24.  To be responsible for the production of school invoices relating to all school income generation, including those charges made to pupils for various school and recreational activities arranged by the school.  To monitor all payments received from debtors on a regular basis and to advise the Headteacher/Bursar of overdue debts for further action, ensuring such action takes place and monitoring success.

25.  To assist in the administration of the School’s private funds including monitoring and checking individual accounts as requested.

26.  To assist in the preparation and completion of VAT returns.

27.  To check and authorise staff and governor claims for payment, including supply teaching, overtime, travel and subsistence claims.

28.  To manage the financial systems relating to charges for school lettings.

29.  To be responsible for the prompt and regular reconciliation of all school bank account statements.

30.  To collate financial information, produce financial reports and statistics relating to the school’s financial status as required.

31.  To attend finance team meetings, school management team meetings and Governors meetings as requested. 
32.  To be aware of and adhere to the school’s child protection policy and procedures, and to report any concerns under such procedures which may be observed during the course of duty.

33.  To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. Council (Equal Opportunities Policy/Code of Conduct) and national legislation (Health and Safety, Data Protection).

34.  To maintain confidentiality of information acquired in the course of undertaking duties for the School.

35.  To be responsible for your own continuing self-development, undertaking training as appropriate.

36.  To undertake other duties appropriate to the grading of the post as required.

Date Prepared:
April 2003

Prepared by:

Cornwall Council

PERSON SPECIFICATION

Job Title:
School Secretary

Department:  School based

Person specification prepared by:
Cornwall Council

Date:
April 2003

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	Good standard of practical skills, knowledge and experience of working in an office environment.

Practical experience of word processing, e-mail & other office electronic applications. 


	Good standard of practical skills, knowledge and experience of secretarial work within a school/ college environment.

Experience of SIMS.

	Application form/ interview

	Education & Training

	Attainment of GCSE’s or equivalent (educated to level 2 standard) to include Maths & English.

Attainment of AAT qualification (or able to demonstrate equivalent knowledge through experience).
	Attainment of level 3 qualifications or equivalent (eg: A Levels, AVCE).

OCR level 2/3.


	Application form

	Special Knowledge & Skills

	Good typing and word processing skills.

Good oral & written skills.

Good organisational skills.

Good communication skills.
	Knowledge of book keeping and maintaining accounts.

Knowledge of electronic display & presentation formats.


	Application form/ interview

Typing/word processing test

	Any Additional Factors


	Excellent personal presentation.

Professional, tactful & sensitive.

Discreet & confidential

Ability to work on own initiative and within a team.

Enjoys working with young people.
Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people.


	
	Interview


GLPC JOB EVALUATION SCHEME

JOB INFORMATION QUESTIONNAIRE

Cornwall Council 

	
	
	

	Job Title:
	School Secretary (with financial responsibilities)

	

	
	
	

	Present Job Grade:
	F

	

	
	
	

	Department:
	Children, Schools and Families

	

	
	
	

	Service:

	School Based
	

	

	Section:


	Administration
	

	
	
	

	Job Evaluation Code:
	CYSH011

	

	
	
	

	Immediate Line Manager’s 

Job Title:
	Headteacher/Bursar/Office Manager
	

	
	
	

	
	

	CONTENTS AGREED BY:

Name of Job Analyst:
Liz Sandland/Nicky Cook
Date: 25th April 2003
	Name of Manager:
 

               
Date:      


Supervision / Management of People

	Does the post holder supervise/ manage other staff?

(Whether permanent, temporarily assigned, shared, contract or others)
	Yes  FORMCHECKBOX 
 / No FORMCHECKBOX 



If NO go to the Creativity & Innovation section on page 4.

If YES, Please complete the table(s) below as appropriate:

	Complete this table if the post holder has full and ongoing responsibility for Council employees 

	Specify the ACTUAL number of employees. Part time, job share and full time staff should be treated equally - count the actual number of people for which the jobholder has supervisory or managerial responsibility, either directly or through others (i.e. staff who are managed by a subordinate).

Project Staff – include the number of staff for which the post holder has complete supervisory responsibility on a near continual basis (in the course of a project or number of consecutive projects).
	

	Identify the job title(s) of the staff and the number of post holders against each title

	Job Title


	Number of staff




	In relation to direct reports, identify the nature of the responsibility.  In particular does the post holder:

	Allocate, instruct, direct, organise work:
	Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	Check work:
	Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	Provide training:
	Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	Undertake appraisal:
	Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	Discipline staff if necessary:
	Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	

	Are staff in the same section?






        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 


	If yes, please specify the name / title of the section:



	If no, specify the different section names:




	Is there more than one occupational group





        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

If yes, please specify the occupational groups:





Complete this table if the post holder has full and ongoing responsibility for Council employees – continued.

	Does the post holder face an extra demand due to the fact that staff are located at different bases or highly mobile?
   If yes, please describe the nature of the dispersal:


        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

     


	In the case of highly mobile staff, specify (on average) the number of days per week the staff are away from the post holder’s office.

     



	Complete this table where the post holder’s responsibility for Council employees is for temporary assigned or shared employees (this includes responsibility for seasonal staff and must be for a minimum of four weeks per year).

	Specify the ACTUAL number of employees.

Recurring supervision of temporary staff or seasonal variations should be averaged on an annual basis.

Project Staff – consider situations where there is less than complete supervisory responsibility and/or projects are on a less than continuous basis.

Deputising – include those staff which the post holder has temporary supervisory responsibility for a limited period (e.g. absence cover).
	     


	Identify the job title (s) of the staff and the number of post holders against each title



	Job Title

     
	Number of staff

     


	In relation to the above staff identify the nature of the responsibility.  In particular does the post holder



	Allocate, instruct, direct, organise work:
	Yes  FORMCHECKBOX 
 /  FORMCHECKBOX 
 No

	Check work:
	Yes  FORMCHECKBOX 
 /  FORMCHECKBOX 
 No

	Provide training:
	Yes  FORMCHECKBOX 
 /  FORMCHECKBOX 
 No


	For contract workers or agency staff ONLY

	Specify the ACTUAL number of employees averaged over a typical year.

Contract staff should be subject to regular monitoring and issuing of directions and instructions. 
	


	Identify the job title (s) of the staff and the number of post holders against each title:

	Job Title


	Number of staff




	Please describe the nature of the responsibility:





Creativity and innovation

This section considers the extent to which the job requires innovative and imagination responses to issues and the resolution of problems.

Please give examples of creativity and innovation which the job requires and for each example indicate frequency.  The fullest range of potentially creative work should be taken into account.  This can be exercised in a number of ways including, for example: caring and counselling; design and application of information technology systems; creation and planning of menus; repair and maintenance of landscapes, buildings, plant and machinery; cleanliness and well being of the environment; preparation of plans and drawings, development of policy, practice and procedures and in the use of the written and spoken word.

	Example

Assisting in work familiarisation training with regard to administrative, financial accounting and receptionist duties for new staff as directed by the Office Manager/Headteacher.

Creativity will be required in the compilation of reports and presentation of data, statistics and other information for reports.

Providing holding responses to callers/visitors to the school in the absence of the Headteacher/members of the management team.

Contributing comments when consulted on the development of new operational policies regarding administrative procedures, office security practices etc where such systems are being reviewed.

	Frequency

As required

Weekly

Daily

Annually




Describe any instances where the post holder has to find a solution or a new response to issues.

Providing holding positions to problems/complaints raised by visitors, callers, parents etc, in the absence of the Office Manager/Headteacher or deputy.  Providing preliminary advice on solutions relating to school finances, cash accounting etc (to be confirmed by the school Bursar/Headteacher when available).
Give examples of the post holder’s response to problems and indicate the frequency for each example:
Advising the Office Manager, Headteacher or relevant member of the school management team of any discrepancies, for example, double-bookings of lettings, appointment clashes, abusive telephone calls, queries/requests for information received, messages from visitors to the school unable to attend meetings, outstanding debts, financial or accounting irregularities etc.  The post holder may resolve some problems, for example altering arrangements for lettings' bookings, re-arranging appointments through access to the Headteacher's diary or the diaries of other senior managers within the school, resolving pay queries or finance related queries through consultation with Education Personnel/Education Accountancy.  Guidance is also readily available from their line manager.
To what extent is the job/work determined or assisted by guidelines, controls, limits, procedures and systems and please give examples:
The work of the post holder is assisted & determined by guidelines to a large extent, which include School Code of Conduct and customer care policy, the school's recognised security procedures and procedures for receiving visitors, Health & Safety Procedures, recognised operational procedures and working practices relating to the school's financial, administrative and communication systems.
Contacts and Relationships

This section considers the degree of personal contact and the nature of the relationships with others required to carry out the job.

	Type of contact? Specify numbers from list below
	Who? Identify who the post holder contacts e.g. Members, Chief Officers, managers, clients, other employees, general public, suppliers etc
	Why and What? For each contact explain the reason for and nature of the communication
	When? Identify frequency e.g. daily, weekly, monthly, quarterly or annually

	A

B

B

B

E




	Office Manager, Headteacher, other members of the school management team.

New reception/admin staff joining the school.

Office Manager, Headteacher, other members of the school management team.

Headteacher, members of the school management team, teachers.

Visitors to the school, callers, parents.




	Routine information relating to telephone messages received, meetings arranged, appointments made, incoming/outgoing mail, visitors arriving etc.

Explanations relating to receptionist and administrative and financial accounting duties and reponsibilities, for example, explanations of the whereabouts of information, explanation of switchboard, fax and mail procedures etc.

Providing updates to itinaries, updates on lettings' arrangements, messages received, holding responses provided, urgent messages, messages of concern, complaints received, outstanding pay queries, personnel matters (eg: CRB checks), arrangements and plans for meetings, medical/dental checks, concerns relating to financial accounting irregularities etc.

Providing information relating to the administration of timetables, registers and absences, school meals' administration, school events and outings, school financial accounts for budget preparation etc.

Dealing with sensitive issues, complaints etc raised by parents, visitors, Governors or other school contacts.  


	Daily

As required

Daily

Termly/ annually

Weekly/ monthly




	A.  Routine exchange of information
	F.  Care and Compassion
	K.  Conflict Resolution



	B.  Providing routine explanations/advice
	G.  Coaching / Mentoring / Motivating
	L.  Formal Training / Teaching



	C.  Providing detailed explanations / advice on specialised matters
	H.  Counselling


	M. Formal Presentations / Public Speaking / Public Representation

	D.  Influencing / Persuading


	I.  Interviewing
	N.  Formal Negotiation

	E.  Tact and Diplomacy


	J.  Handling Client Relationships
	O.  Providing advice on highly complex matters


Does the post holder represent or negotiate on behalf of the Council?

        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

If yes, please identify the circumstances.  How often does this occur?



     
Decisions – Discretion
This section considers the requirement of the post holder to make decisions or recommendations made as part of the post holder’s remit (as defined in the job description).

Give examples of the most important decisions or recommendations required by the job.  Distinguish between decisions for which the post holder has authority and where the post holder makes recommendations to others. Define the extent of the effects of the post holder’s decisions on the manager section / department, clients, other departments, the whole Council etc.

	Please list decisions / recommendations that the post holder makes:
	Dec = D 

Recom = R
	The decisions / recommendations effects:

	The post holder may make recommendations or holding responses to queries/complaints from visitors to the school/parents/school users in the absence of the appropriate manager.

The postholder may be required to make decisions on appointments, meetings etc on behalf of the Headteacher/members of the school senior management team, although these may be subject to agreement from the individual concerned.

The post holder will make decisions with regard to hospitality arrangements for visitors, meetings etc.

The post holder may make decisions regarding the filing processes, organisation of paperwork etc and organisation of their own work within the school office.

The post holder may make recommendations in the form of draft letters on behalf of the Headteacher/members of the school management team.



	R

D

D

D

R

	Efficient & helpful approach to people contacting the school

Appropriate organisation of Headteacher/senior management team members' diaries.

Professional approach and hospitable arrangements for visitors to the school.

Methodical approach to work, organised office with information easy to find, unlikely to be mislaid.

Efficient responses to correspondence received, good secretarial support to the school management team.




On what issues does the post holder go to his / her manager for advice / guidance / a decision?

The post holder seeks advice and guidance from the Headteacher and/or members of the school management team with regard to arrangements for visitors, content of minutes for meetings, preparation of data and information for meetings, content of reports and presentation of statistics, complicated queries/requests for information relating to the school budget/finances, appropriate responses to sensitive enquiries, complaints, confirmation of content of draft letters etc.
What policies, procedures, manuals, working standards or other guidelines / rules affect your decisions?

The school's recognised customer care procedures.

SIMS, EMS and other computerised systems' manuals.

Recognised security procedures and the recognised admin procedures and working practices relating to all aspects of school administration and financial accounting systems (ie: personnel, school events, school meals, staff sickness and pupil absences, registers, school funds etc).

Audit procedures.

Health and safety, security procedures, School Code of Conduct.

Describe what advice is available from the post holder’s manager or other sources e.g. rules, guidelines, manuals.  Is the advice available all the time, daily, weekly, etc. and is your manager at another location.  If so where?

The post holder may seek further information from relevant LEA advisors and departments (eg: Education Personnel, Education Accountancy).  In addition to the above, the post holder may seek further specialist advice from the Office Manager,Headteacher or members of the school management team which is readily available to the post holder within the school.
Decisions – Consequences

Consequences of decisions and recommendations

Please identify the major consequences of any decisions the post holder makes for clients, the public, other staff or the service:
Professional, efficient and helpful response to all visitors/callers to the school with messages being taken accurately and passed on promptly ensuring good communications, all aspects of the school's administration are organised efficiently, information readily available and easily found, reports, statistics and requests for data dealt with promptly and efficiently.
What are the implications if the post holder gets something wrong?

In relation to the decisions which may be made by the post holder, this could affect the effectiveness of the communication systems in operation in the school, the validity of information held (if not regularly updated and maintained, eg: SIMS, EMS), wrong information provided to callers, visitors to the school in response to queries.  However, the majority of decisions made require authorisation from the Headteacher or line manager and therefore in most circumstances, errors would be detected and rectified before any problems occur.
How quickly would any error be rectified and how?  Who would the post holder inform?

If the post holder made an error relating to information stored on the school's computers, this could lead to inaccuracies in data provided.  These would eventually be detected when information is checked by users.  In relation to wrong information provided in response to requests, the Headteacher would be checking draft correspondence and is readily available to answer the more complicated queries on behalf of the post holder.  Errors would be rectifiable on seeking further advice from the Headteacher.
Resources

This section considers whether the post holder has personal and identifiable accountability for financial and physical resources including those of clients.

Cash / Financial Resources

Is the post holder accountable for the accurate handling / security of cash, cheques and credit/debit cards?










        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

If yes, indicate the amount(s) and nature of the responsibility:
Small amounts, eg: petty cash, possible banking and reconciliation of school private funds raised.
Plant / Equipment

Is the post holder accountable for proper use and safe keeping of plant / equipment?   Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

If yes, please specify the items and nature of the responsibility:
     
Stocks / Materials

Is the post holder responsible for materials / items of stock?


        Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 

If yes, identify the value of the materials / stock involved and nature of responsibility:
Organisation and distribution of stationery.
Data Systems
	Is the post holder responsible for the use, manipulation and safe keeping of data systems whether manual or computerised? 


	Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 



	If yes name the system and identify the nature of the responsibility and time taken:

School computerised data systems, SIMS, EMS, etc.  The post holder is required to update some school records and undertake some computerised data processing, although this is limited as is their responsibility with regard to data systems. 

	

	In the case of computerised data systems does the post holder have a password and have the responsibility to amend records (not just read only)?  






	Yes  FORMCHECKBOX 
 / No FORMCHECKBOX 



Buildings

	Is the post holder accountable for the proper use and safekeeping of buildings?
	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 


	If yes specify the building(s) involved and nature of responsibility;



	

	Is the post holder a key holder? 
	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 


	Is there more than one key holder for the building(s)? 

If yes specify job titles of other key holders:


	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 




Work Demands

	Is the job subject to change or interruption?

If yes give examples of the cause of interruption and frequency:

Whilst the post holder may encounter some interruptions to their activities, these would be within the same identifable area of work and would relate to their usual duties and responsibilities.

	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 




	Is the jobholder’s work subject to deadlines?

If yes give examples and frequency.  

Deadlines with regard to arranging meetings, preparing and distributing minutes and papers for meetings - regularly (weekly).

Typing reports, presenting statistics and providing data and information as requested by LEA departments, Headteacher etc (weekly/monthly).

Preparation of financial information relating to the school budget planning (termly).

Preparing outgoing mail in time to catch the post - daily.


	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 



	Does the post holder have to resolve conflicting priorities / resource needs?  Resolving conflicting priorities could be deciding a course of action having considered different alternatives.  Resolving conflicting resource needs could be deciding whether to use an internal resource (e.g. staff) or whether to use and external resource (e.g. a contractor)
	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 



	If yes give examples and frequency: 
	


Physical Demands

What kind of physical effort is involved in the job?  e.g. standing, walking, lifting, cleaning.  Give examples and state the average minutes or hours per day spent on each activity and whether the activity occurs on a daily basis or not?

Example




Average min/hrs pre day

daily/less than daily
	Standing, walking, sitting
	7 hrs
	daily


	Is there a requirement for use of IT equipment?
	Yes  FORMCHECKBOX 
/ No  FORMCHECKBOX 



If yes, please indicate the level of usage of the IT equipment i.e. average number of hours per day:
 4 - 5 hours per day.
Working Conditions

Describe the post holder’s working conditions (e.g. office, depot, client’s house, workshop, outside).  Is there exposure to heat, cold, dirt/dust, noise, weather, vibration, unpleasant working conditions etc.?  Please specify which condition and number of hours per day. 

Office based, indoors, in the school all the time.
Work Context

Is there any potential risk to personal safety, illness, health in the job?  Give examples stating who or what poses the potential risk and indicate the frequency:
The post holder faces minimal risk to personal safety, illness, health etc.
If the post holder works with the public or clients, can s/he call upon the immediate support of other members of staff?

The post holder will encounter members of the public, visitors to the school, contract staff, students etc during the course of their duties.  However this poses minimal risk to their personal safety.  If they did require support from other members of staff this would be readily available.
How would this support be obtained?

Verbally from the Office Manager, Headteacher, members of the school management team.
Knowledge and skills

If you would like to draw attention to a particularly important aspect(s) of the job description/ person specification you may do so below:
The post holder is required to have a minimum of 3 years secretarial experience to include experience of financial accounts management and administration, ideally from a school/college environment with knowledge and experience of school/college administrative and financial accounting systems.

The post holder is required to have attained GCSE qualifications (or equivalent) to include Maths and English and is required to have attained an AAT qualification (or be able to demonstrate equivalent knowledge through relevant experience).  The post holder is required to have word processing and typing skills and ideally a secretarial diploma or attainment of RSA level 1 and 2 qualifications.

Further Observations

Are there any other points you would like to make?

The post holder is working within a school environment with children, staff and visitors to the school and must therefore be courteous and professional at all times, and have an acceptance of different attitudes and be comfortable with children and young people.
