
Job Description    
 
 
 

Post: College Secretary/Adminstrator 

Department: Administration  

Responsible to: The Principal/Director of Personnel 

Working closely with: Relevant staff with cross college responsibilities 

Hours: 37 hours per week 
Mon-Thursday 8.00 am - 4.00 pm & Friday 8.00 am - 3.30 pm 
Occasional evening/weekend cover 

Work pattern: Full time (term time or full year TBA)   

 
Key Purpose:  
Providing the College and its Senior Leadership Team with a high standard of secretarial and 
administrative support and to be the first point of contact with people inside and outside the 
organisation. 
   
Duties and Areas of Responsibility:  
 

To provide support to the Principal and Leadership Team (SLT) in a full administrative and 
secretarial capacity, including: 

 Screening telephone calls, enquiries and requests and handling them appropriately, either 
through responding directly or referring them to the appropriate person; 

 Organising and maintaining diaries where required; 

 Supporting/managing the electronic college calendar and standing SLT agenda items;   

 Liaising with external institutions and consortia ensuring that communications are accurate 
and reflect the efficient operation of the College;  

 Dealing with incoming mail, emails, faxes and post, ensuring the effective 
distribution of all incoming and outgoing post, including whole college postings; 

 Producing letters, documents, briefing papers, reports and presentations, taking dictation and 
minutes as required; 

 Maintaining efficient, comprehensive filing systems so that documents can be easily retrieved; 

 Welcoming, looking after and providing hospitality for visitors; 

 Organising and attending meetings as required, ensuring the Principal is well prepared for 
them; 

 Ensuring documentation for agreed regular meetings is collated and distributed as 
appropriate; 

 Liaising with SLT, Governors, parents, other staff and stakeholders; 

 Organising and storing paperwork, documents and computer based information; 

 Arranging conference bookings, travel arrangements, course and accommodation as required; 

 Building good constructive relationships with students, which engender respect for the 
delegated authority; 

 Maintaining, monitoring and updating both the official and unofficial complaints register 
ensuring all parties concerned are kept informed and updated within the prescribed 
timescales as set out in the College Complaints Policy;  
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 Organising, attending and minuting meetings as appropriate ie SLT, Joint Consultative 
Committee, Joint Management etc, liaising with all relevant parties; 

 Liaising/supporting the Clerk of Governors and College Policy cycle. 

 

Staffing  

1 To undertake staff development where appropriate. 

2 To take part in the College’s Professional Review process. 

3 To ensure that appropriate arrangements for cover are made when absent. 

4 To work as part of a team and to ensure effective working relations. 

Quality Assurance   

1 To ensure the effective operation of quality assurance systems. 

2 To contribute to the process of the setting of targets within the department and to work 
towards their achievement. 

3 To assist with the implementation of College quality procedures, especially through 
contribution to the self-assessment process. 

 

Communications 

1 To ensure familiarity with the department’s aims and objectives. 

2 To liaise with relevant external bodies as appropriate. 

Marketing and Liaison 

1 To contribute to the College liaison and marketing activities. 

2 To link with external agencies as appropriate. 

Management of Resources 

1 To contribute to the maintenance of an attractive working environment in the college office. 

Other 

1 To support the aims and objectives of the College. 

2 To attend meetings as appropriate. 

3 To carry out duties with due regard to the college’s policies on equal opportunities, health 
and safety and quality assurance. 

4 To undertake any other duties the Principal or his designated representative may reasonably 
direct from time to time within the context of Aquinas College. 

5 The college is committed to safeguarding and promoting the welfare of young people and 
vulnerable adults and expects all staff and volunteers to share this commitment. 

6 Supporting and contributing to other administration functions in the college as the need 
arises. 

7 Being conversant with the college database and to operate this when required. 

8 Supporting college events and other internal processes as and when required. 

9 Supporting wider administration and reception functions as and when required. 

10 Carry out any other duties as directed by the Principal commensurate with the level of 
responsibility of the post. 
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The duties are indicative of the requirements of the post. It is college policy that roles and 
responsibilities are reviewed on a regular basis leading to possible modifications where 
appropriate. 
 
The above job description was agreed as detailed below: 
 

Name of the Post holder: 

Sign: Date: 

 

Name of Line Manager: 

Sign: Date: 
 


