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	Executive Headteacher: Mrs Maria-Anne Higgins
Executive Assistant Headteacher: Mrs Shelley Steer
	



Fenland Schools Federation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
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Description automatically generated]Job Description
This school/college is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
	Post
	School Secretary/Administrative Assistant

	Grade
	Scale 3

	Responsible to:
	Headteacher


Purpose Of the Job
To support the Federation in attaining its aims and objectives by providing an effective secretarial, and administrative service within the establishment.  Providing an effective administrative service within the establishment.
Main Responsibilities
Provide high-quality administrative and secretarial support to the Executive Headteacher, leadership team and wider school staff, ensuring the efficient operation of the school office.
Manage and coordinate the Executive Headteacher's diary, appointments, correspondence and meeting schedules.
Provide administrative support for meetings, including the preparation and circulation of agendas, papers and minutes, where required.
Act as the first point of contact for visitors, parents, staff and external agencies, ensuring a professional, welcoming and secure reception service, including visitor sign-in procedures and safeguarding requirements.
Maintain effective communication between the Executive Headteacher, governors, staff, parents, local authority services and external professionals.
Undertake general administrative duties including word processing, data entry, filing, photocopying, printing, spreadsheet preparation and report generation.
Manage incoming and outgoing post, emails and other communications, ensuring timely distribution and appropriate action.
Maintain accurate pupil and staff records, ensuring confidentiality and compliance with data protection legislation.
Support staffing administration, including maintaining personnel records and undertaking safer recruitment and safeguarding checks.
Administer and maintain school management information systems, including Arbor, supporting pupil admissions, leavers, attendance, registers and statutory record keeping.
Liaise with the Education Attendance Service and support attendance monitoring and reporting processes.
Complete and submit statutory returns and other information required by the Local Authority and relevant agencies.
Process timesheets and respond to related staff queries in a timely manner.
Ensure appropriate procedures are followed for the collection, recording, reconciliation and banking of school monies in accordance with financial regulations.
Maintain office resources, including stationery supplies, and arrange orders as required.
Provide first aid support as required (training will be provided where necessary).
Maintain and update the school and Federation websites, ensuring content is accurate, compliant and up to date.
Create and publish content for the Federation's social media channels, promoting school events, celebrating achievements and communicating key messages.
Assist in the production and distribution of newsletters, promotional materials and parent communications.
Support and promote the positive reputation and profile of the Federation within the local community.
Undertake any other duties commensurate with the grade and responsibilities of the post, as directed by the Executive Headteacher.
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Crown Road, 												Maltmas Drove
Christchurch, Wisbech, 									            Friday Bridge, Wisbech
PE14 9NA												       PE14 0HW
office@townley.cambs.sch.uk   							          office@fridaybridge.cambs.sch.uk                                      
Tel: 01354 638229			      							    Tel: 01945 860220
www.townley.cambs.sch..uk	      	      www.fridaybridge.cambs.sch.uk
Please refer to the Schools Data Privacy Notice on its website or hard copy held by the school office which records how we use information about you and what we do with it.
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