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Job Description 

We believe that each employee makes a significant contribution to our success and that 

contributions should not be limited by the assigned responsibilities.  

 

Therefore, this job description is designed to outline primary responsibilities but not limit the 

employee nor the School to only the work identified. It is the expectation of the School that 

each employee will offer his/her services wherever and whenever necessary to ensure the 

success of our organization. 

 

Department KG/ Secondary 

Position Title School Secretary  

Line Manager Head of School 

Duties The School Secretary will be the first person that parents, children, 

external agents and staff see. The professional image and conduct of this 

person is crucial in emulating the ethos of the setting. Reporting to the 

school office, the receptionist must operate in a timely, determined and 

effective manner always.  

 

The role will include managing communications making notes to be 

actioned, providing information and responses with accuracy and 

competence. Additionally, the Secretary will seek responses to requests 

where necessary and direct enquiries to the appropriate destination 

when required. Autonomous, determined and professional behaviour 

will be key features of the post-holder’s practice and these will always 

be consistently demonstrated. The post-holder must be able to 

communicate effectively with parents, team members and external 

agents involved in the nursery. 

Requirements 1. Experience of working in an early years’ / educational setting 

preferred 

2. A minimum of two years’ post qualification experience 

3. Fluency in English and Chinese 

4. Ability to deliver excellence in service always 

5. Strong skills in Microsoft Office (Excel and PowerPoint) and 

database systems  

6. Excellent communication and interpersonal skills; proven ability to 

communicate effectively with different types of people and in cross-

culture environment  
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7. Ability to multi-task, prioritize and work to tight timelines 

Responsibilities 

 

1. Deal with front desk enquiries 

2. Answer telephone calls and note messages to be actioned 

3. Seek the relevant person to deal with enquiries 

4. Feedback to enquirer in a timely and professional manner 

5. Direct enquiries to the relevant staff member always 

6. Demonstrate flexibility and co-operation in duties, ensuring that help 

is provided where required 

7. Maintain a neat, tidy and appropriate work space, where relevant 

items can be sourced swiftly 

8. Provide a professional front of house service, including translation as 

necessary and generation of records within the data management 

system 

9. Provide a professional front of house service, including translation as 

necessary and generation of records within the data management 

system 

10. Liaise with external agents as required 

Develop 

supportive and 

safe learning 

environments 

Our employees are committed to safeguarding and to promoting the 

welfare of children and young people. They ensure a secure, stimulating 

and well managed learning environment that promotes a sense of 

safety, support and wellbeing. 

 


