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Job Description of BRCSE Secretary

Thie IGCSE Secretany will prowde adminktrative’ secretanial support to the KGC3E Office and act as
Serretary tothe Deputy Head of the Intermational Curroulum. SHewall be irveobed in the day to day
functioning, communications and overal smoath running of the adminkt ration of the Program.

Preparation of WECSE Materials

Thie WSCSE Secratary wall inform parenis via & mail of the tming and venue of the onemations for
Grades B, 9 and 10and prepare promotional matenial for the ¥aCSE program o be used in the ame.

He will ako prepare maberial (both electronic and printed) for Subject choice prewentations and
malke necessary arangements for the mmawith holo of Housskeeping Faciitios.

Camarmiun | ction with Panenis

The GCEE Secretary will need io comminicabe dectronically to parents all School Cieculaes
reqarding dasinps, deadhnes KGLEE regralations and complianoes

Coordinate any requests for replcement student 10 cands with the Head of Administration
Siudent Care

Thie IGCSE Secretary will collen dips carmying parent appeovaks in case of detention of students.and
place instuder files for the peooins.

The 1GCSE Seoretary wil infoem students va email of school exam tmetable, provide parents!
shedents via email indmidual examination schedules and information regarding proceduees on
ronduct of examinations

He vl fraci subgict chamges mads: by siudien s and updaie kst

Thi IGCEE Sacretary vl mairtain reconds of Siudent Regstrations with CIEand collxe all academic
resulis.

Examination Preparation

Thie KL SE Sacnetary wil ensure there is sufficient stationary for the Examinatiore, check authorzed
matenas, creaie an imaglatan iemplats for thie examination, prepare stabng plans and charts,
stick seating plare in venues, floors and main gates. He will ako repaper Bxam Boands and inform
House Keeping, Seourity and Canteen Staff reganding Exam amangemen

Thie PO EE Secrrtany vl R pin B prepar o of Examination roar biaian bs

®  Making emelopes with labes of wised, time, room & instruchions 1o keep the Question
Pagsers in

* Photooopying, punching, stapling & packing of exam papers in onder o per subject, dabe &
roam (with HODwSubject beachers paper setior)

® Mauing Exm Folders with al exsm matenal lke Atendance Shoets, seabing Flan,
Imsigiatoes irstructions, Cover sheats & writing paper, siving, board markers

attheendof the Terms, the GCSE Secretanywill help dass teachers in collection of Report Cards.
Awards

Thie deaards.AC ert ficates dor vears 2, 9 and 10wl be peopaned with the help of the K35 Secretang
Parent Teacher Mectings

Thie KGCSE Secretary wil faciitate the meetings by dapatching the Cieculars to parents, prepare
seating plans for 1nachors, Ovoras venus amangemants alang with teacher name tagt and firally
ol e atterdance shewts for parents from teachiers.
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