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Job Description of School Secretary 
 

1. Conducts all administrative works for the School both in and out of the university. 

2. Reports for the School Board and School Board of Directors. 

3. In the capacity of assessment officer entrusted by the School Director, revises 

and signs documents such as paychecks, payments for extra classes, 

purchases, travelling expenses, maternity benefits, extra hour payments etc. 

issued by the Financial Affairs Unit.  

4. Keeps the administrative personnel files and delivers specific information to 

higher authorities when needed. 

5. Keeps and monitors all correspondence regarding the School both in and out of 

the university. 

6. Helps and guides academic staff for solving problems that might arise both in 

and outside classes; lends support when necessary to carry out the education 

activities smoothly and effectively. 

7. Helps to solve the problems of students. 

8. Provides necessary classroom equipment for academic staff and ensures that 

they are regularly maintained.  

9. Manages the division of labor among the administrative, technical and assisting 

staff of the School and maintains the necessary supervision. 

10. Is familiarized with all existing legislation concerning both administrative and 
academic staff and keeps up with the related changes. 

11. Takes all the required safety measures in School buildings or makes sure they 
are applied by related authorities. 

12. Prepares projects in order to optimize physical infrastructure. 

13. Makes required preparations for formal openings, ceremonies and student 

events. 

14. Makes required preparations for conducting educational activities and exams 

(ÖSYM, AÖF etc.) in a safe environment in the School. 

15. Carries out necessary transactions to reply official documents sent by various 

public and private institutions/establishments. 

16. Prepares the agenda for School Boards; conducts the reporting, sharing and 

archiving processes. 

17. Conducts the processes concerning the employee rights of the academic and 
administrative staff. 

18. Carries out necessary correspondence for simple information demands within 

the framework of Right to Information Law. 

19. Manages the leaves of absence for academic staff in a way that will not hinder the 
operations in the School. 

20. Initials the documents to be signed by the School Director. 

21. Manages and supervises the purchase of every kind of necessary goods and 

equipment for the School. 

22. Conducts other transactions entrusted by the School Directorate within their job 



description. 

23. Carries out other works and transactions assigned by their superiors related with 

the processes.  


