School Secretary
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Address:

The Beacon
Amersham Road
Chesham Bois
Amersham
Bucks
HP6 5PF

Telephone:

01494 736165

Email:

recruitment@beaconschool.co.uk

Website:

www.beaconschool.co.uk

The School is committed to safeguarding and promoting the welfare of children. Applicants must be
prepared to undergo appropriate child protection screening, including checks with past employers
and the Disclosure and Barring Service.
The Beacon is an equal opportunities employer.
Registered in England No. 01067862. Registered Charity No. 309911.
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From Will Phelps
Headmaster

Dear Applicant

Thank you for your interest in working as a School Secretary at The Beacon.
The Beacon is a large and busy independent prep school for boys aged between 4 and 13, set
in on a 16 acre site near Amersham, Buckinghamshire.
We are seeking a friendly, efficient and welcoming School Secretary and Receptionist for our
school.
In this role, you would be an important first point of contact with visitors and be required to
provide strong administrative support to the School.
This can be a part-time job share or full-time role, and when applying please specify which
you would prefer. The position would commence February/March 2020, and the hours would
be 07:45 to 18:15 (Monday to Friday) term-time only with some working over school holidays.
Applicants should be experienced in handling telephone calls and welcoming visitors with
strong organisational skills. Previous experience within a school is desirable but not essential.
To give you a flavour of life at The Beacon please take a look around our website
www.beaconschool.co.uk. You will find our Safeguarding and Child Protection Policy on the
Vacancies page and other useful policies on the website too.
The Beacon is a remarkable school and we seek remarkable people. I look forward to hearing
from you.
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Professional Standards
The following is our ‘Circle of Success’. It is this which makes The Beacon a special place to
be educated and work at. All our staff live and breathe by the professional principles below.
If these resonate with you, you would definitely enjoy working at our School.
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Job Description
School Secretary and Receptionist
FRONT DESK DUTIES
To welcome visitors, parents and prospective parents;
Signing all in, checking ID and arranging supervision as appropriate;
Operating the School’s main telephone line, transferring call and taking and delivering
messages accurately and swiftly;
Managing the School’s main email inbox, replying to or forwarding messages as appropriate;
Ensuring a welcoming, tidy and professional reception area is maintained at all times.
ADMINISTRATIVE DUTIES
Undertaking a range of administrative tasks to assist the Headmaster, Registrar and
Executive team;
Tasks may include filing, mail outs and photocopying;
Collecting, sorting and distributing internal and external post;
Updating information including ISAMs;
Monitoring stock levels of office related supplies;
Morning and afternoon registers;
Collating pupil numbers for afternoon tea etc.
Managing accurate and timely prep and late stay lists (to include daily changes);
Managing bus lists;
Managing breakfast club lists;
Dealing with parcel couriers and postal deliveries;
Making ID Cards;
Maintaining Fire Lists/ Fire Marshall;
Managing deposit payments and Fees Refund Scheme claims;
Speech Day preparations and organisation;
Facilitating movements of year group files and processing leavers and joiner information;
Arranging school photographs (Tempest);
General administrative support to the wider administrative team as and when required by
the Headmaster.
Sitting on the front desk requires an overview of how the whole school works and where to
find information from ISAMS/SOCs/Parent Portal/School Post/SharePoint/Participant/Aliro.
Experience in such software is not essential and training can be given.
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The Process
The school is committed to safeguarding and promoting the welfare of children.
All applicants must be prepared to undergo appropriate child protection screening, including
checks with past employers and the Disclosure and Barring Service. The Beacon is an equal
opportunities employer. References will be required and any relevant issues arising from such
will be taken up at interview or a suitable point during the process.
Candidates who have a disability or any other special requirements should let the school know
if there are any reasonable adjustments they would like the school to make as part of this
recruitment process.
Please complete the School’s Application Form (please note CVs are not accepted) or, if you
would prefer, complete the word version and send with a covering letter:


by e-mail to: recruitment@beaconschool.co.uk



or by post to: Mr Will Phelps, Headmaster, The Beacon School, Amersham Road,
Chesham Bois, Amersham, Bucks HP6 5PF

The closing date for receipt of applications is Friday 20 March 2020 and interviews will be
held in the following week.
(Please note that whilst an interview is to be used as the primary feature of the selection process, if
invited for interview you will be advised as to whether any additional selection methods will be
required to supplement the interview. This may include a lesson, presentation and/or other task.
Whatever methods are chosen, the panel will use these to assess the merits of each candidate against
the job and person specification).
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