
 
 

 

JOB DESCRIPTION 

 

 

Job Title:  Pre-Prep School Secretary 

 

Line Manager:  Prep and Pre-Prep Head, Mrs. Jacquelyne Deval-Reed. 

 

Hours of Work: Monday to Friday, 8.00 a.m.-4.00 p.m. (30 minutes for lunch) 

term time only, plus alternate weeks during the school holidays 

for 4 hours per week and on Inset Days and Open Mornings.   

 

Salary:   £ 8.61 per hour 

 



Holidays: All School holiday periods with the exception of the times 

indicated in Hours of Work 

 

A further two days will be granted after completion of five year’s of 

service.  

  

Pension:   A contributory pension scheme of up to 5% is available. 

 

Sickness:  Probationary period -Statutory Sick Pay  

During remainder of first year of service- two weeks’ full salary to 

include entitlement to Statutory Sick Pay  

Second year of service- six weeks’ full salary to include 

entitlement to Statutory Sick Pay 

Third, Fourth and Fifth year of service – eight weeks’ full salary to 

include entitlement to Statutory Sick Pay 

Sixth, Seventh, Eighth, Ninth and Tenth year of service- ten weeks’ 

full salary to include entitlement to Statutory Sick Pay 

Eleventh year of service and thereafter - twelve weeks’ full salary 

to include entitlement to Statutory Sick Pay  

 

Other Benefits:  Free lunch provided daily 

   Free car parking 

For a notional cost. membership of the School Gym. 

 

MAIN DUTIES 

 

1. To provide a professional and welcoming point of contact at the School for all 

visitors, pupils and members of staff. 

 

2. To operate the School switchboard efficiently. 

 

3. To provide full administrative support and secretarial services for the 

Headmistress of the Prep and Pre-Prep School and other staff members approved 

by her. 

 

4. To liaise with other parties on behalf of the Headmistress. 

 

5. To manage in a timely fashion correspondence and information and to issue to 

relevant departments and individuals for action. 

 

6. To co-ordinate and dispatch internal mail. 

 

7. To provide support for the admissions department. 

 

8. To check, monitor and follow up pupil registers on a daily basis.     

 

9. To have a thorough knowledge of the life of the School and to keep updated with 

events that are taking place within the School.  

 

10. To administer First Aid when necessary and to take care of any sick children until 

they are collected by parents. 

 

 

This job description is not necessarily a comprehensive definition of the role and the 

job holder may be required to undertake other duties which may be reasonably given 



to him/her by the Head of the Prep and Pre-Prep from time to time. It may be 

reviewed annually or earlier if necessary and it may be subject to modification or 

amendment at any time. 
 

 

 

PERSON SPECIFICATION 
 

              ESSENTIAL  DESIRABLE 

 

 

Experience/Qualifications 

 

I.T. Literate, to have completed appropriate training   * 

 

Work experience within a School environment                         * 

 

Previous experience within an office environment                  *  

 

First Aid Qualification                *   

 

Skills, Knowledge and Abilities 

 

Excellent communication skills (verbal and written)                *  

 

Customer Care Skills        * 

 

Good Timekeeping                     * 

 

Ability to prioritise work loads                                                    * 

 

Knowledge of office procedures                   * 

 

Excellent telephone manner                                                      * 

 

 

Personal 

 

Motivated                      * 

 

Discreet                      * 
 

Professional manner                      *   

             

 


