Sample Duties – School Secretary
Managing the telephone, fax and e-mail both incoming and outgoing.

Opening and distributing post.
Preparing items for the post and posting them.

Purchasing stamps at Post Office.
Managing the school filing system including:
· lever arch files

· computer files

· cabinet in Principal’s Office

(Teachers responsible for contents in children’s individual files).

Responding to enquiries in the office from:

· parents

· children

· visitors to the school

· teachers.
Distribution of messages to:

· teachers

· children

· parents

· Board of Management.
Assisting the Principal with the preparation of various school documents such as
· memos

· letters

· reports

· minutes & agendae.
Assisting with the organising of school events and activities such as
· Junior Infants’ Booklets
· First Communion/Confirmation Booklets
· Hymn Sheets for Liturgical Events

· Updating Staff Noticeboards.
Photocopying, laminating & binding for Teachers and Principal.
Rolla

· Collation of weekly attendance numbers
· Transfer of figures into Leabhar Tinreamh

Public Address (PA) System

· Use of the PA system to give messages, make announcements.
Financial Matters

· Collection of monies for various events & activities in the class pouches

· Counting the money 
· Lodging money to school bank account.

Assisting with collation of invoices, statements, delivery notes in preparation for payment.

Liaising with bank re:

· Bank balances

· Statements

· Cheque book

· Lodgement book

· Making lodgements. 

School Safe

· Managing the school safe and monies etc. within.

Stationery

· Ordering new stationery and matching of order to receipt of goods and invoice
Shop

· Keeping up the stock and accounting for payments/income. 

