General Secretary Role Profile
Secretariat of Secondary Schools / JMB / AMCSS
General Secretary

	Role Title
	General Secretary 


	Reporting to
	The Board of Directors, Secretariat of Secondary Schools


	Salary Scale
	Commensurate with experience 


	Nature of post

	Fixed-term with secondment arrangements available


	Location of work
	The General Secretary will be based at the Secretariat of Secondary Schools Office at Emmet House, Milltown, Dublin 14


	Hours of work
	The usual working week is Monday to Friday
The nature of the role requires flexibility in terms of hours worked


	Application details

	An application form and relevant materials are available from www.jmb.ie 



Role Purpose
The General Secretary is the Chief Executive Officer of the Secretariat of Secondary Schools (SSS) and is responsible for providing strategic leadership, organisational management and national representation on behalf of the voluntary secondary school sector. The General Secretary leads the implementation of the SSS Statement of Strategy and is accountable for the achievement of agreed organisational outcomes, the quality and responsiveness of services, effective advocacy, strong governance and the advancement of denominational education.
Reporting to the Board of Directors and exercising delegated executive authority for the day-to-day leadership and management of SSS, the General Secretary works closely with the President, Councils, Committees, Regional Structures and Senior Leadership Team in advancing the mission, vision and values of the organisation.
The General Secretary leads through the Senior Leadership Team and is responsible for ensuring that SSS has the people, structures, systems, resources, culture and external relationships required to deliver its strategic objectives and respond effectively to emerging educational, social, technological and organisational change.
Key Accountabilities
1. Promoting Denominational Education in Voluntary Secondary Schools
The General Secretary shall:
Ensure organisational planning, policy development and activities align with the Constitution, Internal Regulations, Mission, Vision and Values of SSS.
Provide strategic leadership in advancing education in accordance with the ethos of Catholic secondary schools and the ethos of schools represented through the Irish School Heads Association (ISA).
In support of Catholic Education maintain and strengthen strategic relationships with the Catholic Education Partnership (CEP), Association of Patrons and Trustees of Catholic Schools (APTCS), the Irish Episcopal Conference (IEC) and other relevant partners.  
In support of Protestant Education maintain and strengthen strategic relationships with the ISA and other relevant partners.  
Ensure that SSS develops and communicates a strong evidence base for the value, contribution and sustainability of denominational education in contemporary Irish society.
Ensure that SSS supports the professional, faith and ethos leadership of school leaders and boards of management in fulfilling their respective responsibilities for faith and ethos leadership.
Lead the organisational response to the needs of voluntary secondary schools operating in an increasingly diverse cultural, religious and social context. 
Ensure that AMCSS regional structures are developed as effective communities of leadership, engagement, professional support and good practice.
2. Providing National Leadership and Representation as a Recognised Management Body
The General Secretary shall:
Act as the principal executive representative and public spokesperson for SSS/JMB/AMCSS, within the policy direction set by the Board.
Provide national leadership and lead advocacy on behalf of voluntary secondary schools, guided by the organisation’s Statement of Strategy, in engagement with Government, the Department of Education and Youth, statutory agencies, education partners and representative organisations. 
· Ensure that advocacy and policy positions are informed by robust consultation with schools, governance structures, regional networks and relevant stakeholders.
· Lead high-level negotiation and influence the development and implementation of national education policy affecting the voluntary secondary sector.
Oversee the development of a coherent communications and media strategy that effectively communicates JMB’s agreed policy positions and advocacy priorities and promotes public understanding of the contribution, value, diversity and distinctiveness of voluntary secondary education.
Maintain strategic relationships nationally and internationally and work collaboratively with other recognised school management bodies on shared policy positions, joint submissions and coordinated representations, ensuring that SSS anticipates and responds to significant developments affecting schools and the organisation.
3. Providing Leadership and Management Compliance and Advisory Services
The General Secretary shall:
Ensure the provision of high-quality, coherent and responsive advisory, compliance and support services to boards of management, chairpersons, principals and deputy principals. 
Provide strategic oversight of services relating to teaching and learning, curriculum development, inclusion, school leadership and governance, employment and industrial relations, child protection, vetting, data protection and GDPR, buildings, procurement, financial management and other areas within the remit of SSS.
Ensure that service development is informed by systematic feedback, emerging school needs, legislative and policy change and evidence of service impact.
Ensure the provision of high-quality professional learning for school leaders, chairpersons and boards of management, aligned with national reform and the evolving needs of schools.
Promote leadership development, succession planning and sustainable leadership across the sector, with particular attention to deputy principals and emerging leaders.
Ensure that volunteers serving in governance, regional and advisory roles are appropriately recognised, supported and enabled.
Lead digital and service transformation so that technology is used appropriately to improve the accessibility, quality and efficiency of SSS advisory services, communication, professional learning and supports for schools, with appropriate governance and risk controls. 
4. Promoting Education Research and Development
The General Secretary shall:
Ensure that SSS maintains a coherent programme of high-quality research and evidence activity, undertaken internally, commissioned externally or developed collaboratively with partner organisations, which supports the achievement of the goals and outcomes of the Statement of Strategy and responds to the evolving needs of member schools. 
Ensure that SSS draws on and disseminates relevant national and international research and evidence to advance its strategic goals and inform policy, professional learning, services and supports for schools.
Ensure that SSS research, professional learning and advisory service to schools, supports excellence in teaching, learning, leadership and inclusion and strengthens advocacy for the sustainability and appropriate resourcing of voluntary secondary schools.
Support research relating to principal and deputy principal wellbeing, leadership sustainability and leader-practitioner research through appropriate research, reflective practice and leadership support initiatives.
Ensure that research findings and evidence inform JMB policy positions, responses to DEY consultations and proposed circulars, formal submissions, professional learning, leadership supports and practical resources for schools. 
5. Ensuring Organisational Effectiveness and Governance
The General Secretary shall:
Be accountable to the Board of Directors for the effective leadership, management and administration of SSS in accordance with the organisation’s Constitution and Internal Regulations.
Lead the implementation, monitoring and reporting of the Statement of Strategy and annual Corporate Plan, ensuring clear organisational priorities, responsibilities, performance measures and arrangements for tracking progress.
Provide the President, Board, Councils and relevant committees with timely and accurate reporting to support effective decision-making on organisational performance, strategic progress, risk and emerging issues. 
Support the effective operation and periodic review of the organisation’s governance structures and ensure compliance with relevant statutory, regulatory, charitable, company, employment, data protection and governance obligations.
Ensure effective financial stewardship, including annual budgeting, resource allocation, financial reporting, internal control, audit, risk management and value for money.
Lead and develop an effective Senior Leadership Team, with clear delegation, accountability, collaboration and appropriate arrangements to support leadership continuity and organisational resilience. 
Ensure that organisational structures, staffing, roles and systems are reviewed and developed to meet strategic and service priorities, supported by effective workforce planning, induction, professional development, staff wellbeing and performance support.
Lead organisational change and promote a culture of professionalism, trust, collaboration and continuous improvement ensuring that SSS can respond effectively to emerging policy, societal, technological and operational developments.
Undertake such additional duties as may be assigned by the Board of Directors, consistent with the role and strategic objectives of the organisation.
Strategic Leadership and Performance Accountability
The General Secretary is accountable for the successful implementation of the five Strategic Pillars, the delivery of the Corporate Plan, the achievement of agreed organisational outcomes and the maintenance of an effective performance framework through which the Board can assess strategic progress, service quality, organisational capacity, risk and impact.
Qualifications
Candidates must hold a minimum Level 9 qualification in education, or an equivalent relevant qualification, and have significant leadership experience in a post-primary school or a comparably complex organisation. 
Core Executive Competencies

The following core executive competencies have been identified as important for the effective performance of the role
a) Strategic, Educational and Visionary Leadership: Provides clear and proactive leadership; translates mission and strategy into effective implementation; understands the realities facing voluntary secondary schools; and uses evidence, consultation and organisational learning to anticipate, influence and respond to educational change. 
b) Mission Ethos and Vision: Demonstrates a strong commitment to faith-based education, a clear vision for its future, and the capacity to articulate its value confidently and credibly within a diverse and pluralist educational context.
c) Organisational and People Leadership: Leads a complex organisation in accordance with best practice; builds organisational capacity; develops and delegates effectively to senior leaders and staff; leads change and innovation; and promotes a professional, collaborative, accountable and resilient culture. 
d) Stakeholder Relationships, Policy, Advocacy and Influence: Builds trusted relationships across the constituent bodies of the organisation, member schools and the wider education system; understands and influences policy; advocates for the diverse schools represented by JMB; and negotiates effectively on their behalf. 
e) Governance, Financial Stewardship and Risk: Works effectively with the Board and Councils; understands the distinction between governance and executive management; and exercises sound judgement in relation to financial sustainability, compliance, accountability, risk and the responsible use of resources. 
f) Communication, Judgement and Public Representation: Demonstrates excellent interpersonal and communication skills; exercises sound judgement in complex and sensitive circumstances; and represents the organisation and its schools with authority, clarity, credibility and integrity.
