TITLE OF JOB
:
Secretary 
LOCATION
:
Specific Learning Difficulties Base
GRADE
:
H3

HOURS
:
16 hours per week, over 5 days
1 
 JOB PURPOSE
To provide full secretarial and administrative support for the Specific Learning Difficulties Base
2
 MAIN AREAS OF RESPONSIBLITY







· Undertake departmental duties, including response to telephone and personal enquiries.

· Assist with student welfare matters, including contacting parents and staff.

· Provide clerical support, including photocopying, filing, email and answering routine correspondence.

· Maintain manual and computerised records.

· Complete and submit statutory and other data to senior management team, governing body, the LEA and external agencies as required.

· Administration of departmental budget in accordance with the school’s financial procedures
3
KNOWLEDGE, EXPERIENCE AND TRAINING

· Good clerical and administrative skills

· Good numeracy and literacy skills.

· Good IT skills including working knowledge of Microsoft Office

· Ability to work as part of a team

· Ability to communicate effectively both orally and in writing

· Evidence of accredited learning relevant to the post (at NVQ3 level) is desirable but not essential.

· Interest in assisting students with day to day organisation and sympathetic to their individual special educational needs

· Basic knowledge of first aid.

· To carry out any other reasonable duties requested as and when required and with agreement

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary
4
EQUALITIES

Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

5
HEALTH AND SAFETY

Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

6
CRIMINAL RECORDS BUREAU 

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

7
ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.














Please tick to confirm this questionnaire has been agreed by the department and any job holder(s)











Please tick to confirm this questionnaire has been agreed by the department and any job holder(s)











Administrator or School Secretary

Level A

