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SCHOOL SECRETARY
32.5 HRS PER WK, PERMANENT POST
Dear Applicant,

Please find below information for the post which contains the following items:

1. Job description

2. Person Specification

This contains information about Braidside Integrated Primary and Nursery School, the job vacancy and the person required. You should read these carefully to ensure that the job and conditions are suitable.

You must complete the application form accurately and return to the Principal by the date and time indicated below. You are also asked to return a monitoring form, along with your application.

It is your responsibility to ensure that sufficient information is provided to enable the selection panel to assess your suitability for this post. All criteria specified must be held at the closing date indicated below.

Please show clearly in your application how you meet the essential and desirable criteria.

Criteria may be enhanced to aid shortlisting.

Attached CVs will not be considered.

The successful candidate will require an enhanced disclosure check.

Interviews will take place in week bg 21st October 2024 (date to be confirmed)
Applications (completed application and monitoring form) may be returned by email to jmcauley506@c2kni.net or by post before 12noon Monday 7th October 2024.
The Principal,

Braidside Integrated Primary and Nursery School

89 Frys Road

Ballymena

BT43 7EN
	



BACKGROUND 
Braidside Integrated Primary and Nursery School is located on Frys Road, Ballymena and was originally founded by a group of parents working with the Northern Ireland Council for Integrated Education. The school has now grown to an enrolment of over 300 pupils, across the Primary and Nursery School, and delivers the full Northern Ireland Revised Curriculum. It is a highly successful, all ability grant maintained integrated school educating young people in a creative and inspiring environment. 

The school provides a welcoming and encouraging environment where the children, aged 3 - 11, become active and interested learners. Children from a wide range of backgrounds are welcomed into the school and encouraged to grow up together within the school community. The school aims to work together to support each child in reaching their personal and academic potential within a culture of mutual respect.
Responsibility

The person appointed will be responsible in the first instance to the Principal of the School and, through her, to the Board of Governors, who are the employers of every member of staff.

JOB REFERENCE: 1024/ 08
JOB TITLE: School Secretary/ Executive Officer
JOB PURPOSE: To be responsible for the organisation and management of the school office and staff and provide administrative, clerical, financial and secretarial support to the Principal, school staff and Board of Governors. 
CONTRACT TYPE: Permanent (subject to 6 months’ probation)

STATUS: Full-Time

HOURS: 32.5 hours per week

WORKING PATTERN: Mon – Fri, 8:30am – 3:30pm
SALARY: Executive Officer 
NJC pts 12-17 | £26, 421-£28,770 per annum (under review)

RESPONSIBLE TO: Principal and Board of Governors
RESPONSIBLE FOR: 2 other staff members in the office
ANTICIPATED START DATE: 4th November 2024 (subject to appointment/agreement)

MAIN DUTIES AND RESPONSIBILITIES
Supervision

· Supervise appropriate staff including the management and allocation of duties. (Supervision is defined as having full permanent accountability for planning and coordinating the quantity and quality of work.)

· Identify and provide on the job training to appropriate staff.

General Administrative Processes and Records
· Provide administrative, clerical and secretarial support for school staff and Board of Governors.
· Develop, maintain and operate manual and/or computerised information systems in connection with pupils, staff, budgets, meals, maintenance, examinations, care, medical services, recruitment, transport etc.
· Complete and submit all returns/records as required.
· Contact with relevant personnel to receive and provide information.
· Input weekly school crossing patrol and teaching attendance information to Oracle (using EAOne system).

Purchasing and Supplies Administration 

· Operate/oversee requisitioning procedures, including the ordering, purchasing, receiving, checking, storage and distribution of resources.

· Stock control of resources. 

· Arrange for maintenance of office / photocopiable related equipment in association with other school and Board staff.

Finance
· Receive, receipt and account for all cash
· Bank monies and maintain banking records
· Communicate with relevant personnel and provide assistance in relation to financial procedures. 

· Invoice Payments

· Input all invoices to FMS
· Print cheques (if necessary) 
· Post payments 
· Input direct debits for electricity, phone, etc to FMS
· Make online payments of invoices 
· Wages

· Inputs monthly timesheets
· Input employees net pay to FMS
· Set up payment of wages using the online banking procedures
· Answer DHSS queries about earnings
· Other

· Run monthly VAT reports, email to DENI
· Input bank lodgments to FMS
· Quarterly employment survey returns 
· Bank monthly non-teaching timesheets
· Set up of school meals (specifically free school meals at the start of the year)
Reception, Secretarial and Secretariat

· Operate the telephone/switchboard, receive visitors, and provide hospitality as required.
· Provide word processing/typing, filing, duplication and photocopying word processing in support of administrative processes, including the use of E-mail, intranet, and internet facilities, where appropriate.
· Sort, screen, and distribute all mail.
· Ensure the secure storage of valuable items and confidential documentation.
· Draft correspondence, obtain and update lists of guests, issue invitations, prepare tickets and programmes as required for school functions.
· Maintain diaries, arrange appointments, meetings and provide a secretarial service for the principal and all staff within the school, as required. 
· Communicate on a regular basis with professional staff from outside agencies in order to receive/provide information e.g. medical personnel, social services agency personnel etc.
· Keep staff, pupils and parents informed of matters relating to school activities.
· Service meetings and draft minutes as required.
Other Duties
Assist work placement students with practical tasks and assignments within the school office (where appropriate).

Such other duties as may be assigned within the level of the job.

The School Secretary will be required to safeguard and promote the welfare of children and young people and follow school policies and staff code of conduct. 
This job description will be subject to review in light of changing circumstances and is not intended to be rigid and inflexible but should be regarded as providing guidelines within which the individual works.

Other duties of a similar nature and appropriate to the grade may be assigned from time to time.

In accordance with Section 75 of the Northern Ireland Act (1998), the post-holder is expected to promote good relations, equality of opportunity and pay due regard for equality legislation at all times.

The Selection Panel reserves the right to enhance the shortlisting criteria in order to facilitate a manageable shortlist.

Please note the onus is on the candidates to provide sufficient detailed information on their application forms in order to demonstrate how they meet each of the criteria. Failure to do so may result in a candidate not being shortlisted, since the Selection Panel cannot make assumptions in the absence of essential information.

SECTION 2:  Personnel Specification
NOTES TO JOB APPLICANTS

1. You must clearly demonstrate on your application form under each question, how, and to what extent you meet the required criteria as failure to do so may result in you not being shortlisted.

You should clearly demonstrate this for both the essential and desirable criteria, where relevant.

2. You must demonstrate how you meet the criteria by the closing date for applications, unless the criteria state otherwise.

3. The stage in the process when the criteria will be measured is outlined in the table below.

4. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, using the information provided by you on your application form.

5. Please note that the Selection Panel reserves the right to shortlist only those applicants that it believes most strongly meet the criteria for the role.

6. In the event of an excessive number of applications, the Selection Panel also reserves the right to apply any desirable criteria as outlined in Section 3 at shortlisting, in which case these will be applied in the order listed. It is important therefore that you also clearly demonstrate on your application form how you meet any desirable criteria.

SECTION 1 – ESSENTIAL CRITERIA

The following are essential criteria which will initially be measured at the shortlisting stage, and which may also be further explored during the interview/selection stage. You should therefore make it clear on your application form how, and to what extent you meet these criteria. Failure to do so may result in you not being shortlisted. 

	Factor
	Essential Criteria
	Method of Assessment

	Qualifications / 

Experience 
	Have either (A) or (B):

(A)

NVQ 3 or BTEC National (or an equivalent or higher-level qualification) in Business/Administration or Finance

Plus, a minimum of two years’ demonstrable experience of working in an administrative role in an office environment. 

OR

(B)

Have a minimum of five years’ experience of working in an administrative role in an office environment. 

In addition, applicants must:

Have a minimum of one year’s demonstrable experience in the management and supervision of staff. 

Demonstrate experience of purchasing and supplies administration. 
	Shortlisting by Application Form

	Skills / Abilities
	Evidence of proficiency in the use of computer packages, to include use of Microsoft Word, Excel, and Outlook. 
	Shortlisting by Application Form


SECTION 2 – ESSENTIAL CRITERIA
The following are additional essential criteria which will be measured during the interview/selection stage. 

	Factor
	Essential Criteria
	Method of Assessment

	Knowledge
	Evidence of knowledge of:

The requirements of a school secretary/ executive officer

General office administrative processes and records. 
	Interview

	Skills / Abilities 
	Proven effective planning and organisational skills and an ability to work under pressure to meet deadlines.

Evidence of a customer focused approach to work

Demonstrate people management and team skills to successfully motivate and manage others.

Evidence of sound interpersonal and communication skills. 
	Interview

	Values Orientation
	Evidence of how your experience and approach to work reflect the school’s values/ethos. You will find information that the school’s values/ethos on our school website. 
	Interview 


SECTION 3 – DESIRABLE CRITERIA 

Some of all of the desirable criteria may be applied by the Selection Panel in order to determine a manageable pool of candidates. Desirable criteria will be applied in the order listed. You should make it clear on your application form how, and to what extent you meet the desirable criteria, as failure to do so may result in you not being shortlisted. 

	Factor
	Desirable Criteria
	Method of Assessment

	Qualifications / Experience 
	Have a minimum of one year’s experience of working in an administrative role within a school environment. 

Demonstrable experience of operating schools-based computer applications/systems within a school setting (eg C2K SIMS, Seesaw).
	Shortlisting by Application Form


DISCLOSURE OF CRIMINAL BACKGROUND

The Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 defines working directly with children or young people or in specified places as ‘regulated activity’.

In the event that you are recommended for appointed to a post that involves ‘regulated activity’, you will be required to undertake an Enhanced Disclosure of Criminal Background. Please note that you WILL be expected to meet the cost of an Enhanced Disclosure Certificate. Details of how to make payment will be sent to you at the pre-employment stage.
Further information can be accessed at: NI Direct or the Department of Justice

(www.nidirect.gov.uk/vetting) or (accessni.org.uk).

OUR VALUES

Through the selection process we will also seek evidence that the personal values of candidates align with those of Braidside IPNS. This will include evidence of commitment to equality and excellence in service delivery. These reflect our aim, to work together to support each child in reaching their personal and academic potential within a culture of mutual respect.
The Board of Governors is looking to appoint a well-qualified person who has the values, vision and commitment to make a positive contribution to the school.

Canvassing either directly or indirectly will disqualify.

The Monitoring Questionnaire must be returned in a separate envelope.

Proof of the right to work in the UK – documented evidence will be required.

Late applications will not be accepted under any circumstances.

Application packs can be downloaded from www.braidside.co.uk
The selection process will comprise:

• Shortlisting

• Interview with the Recruitment and Selection Committee of the Board of Governors

Please note that you will be expected to meet the cost of an Enhanced Disclosure certificate.

Posts involving work with children and young people in educational establishments are subject to the provisions of the Safeguarding Vulnerable Groups (NI) Order 2007.
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