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School Secretary
First report on occupational ability

Although the “school secretary” does not exist in Japan, it is accepted as a school profession in the
United States. We began this study with the idea that school secretaries may pose a solution to various
issues surrounding Japanese schools, such as improving “educational strength,” promoting collaborations
with local communities, and strengthening relationships with parents. In the United States, school
secretaries are present in elementary and secondary educational institutions. In addition to supporting
school management, they function as bridges between the school and students, and between parents
and the local community. The school secretary has full knowledge of the everyday affairs of students
and performs a wide range of management duties, including meeting with guests, answering the phone,
advising students, accounting, and preparing for school activities. Furthermore, they often take on the
role of maintaining and expanding connections with the local community.

In order to determine whether administrative staff in public elementary and junior high schools in
Japan play a role similar to that of school secretaries, we performed a hearing survey on the occupational
functions of administrative staff and carried out a comparative analysis on the duties they perform. We
found that while common duties existed, a notable difference was that school secretaries perform many
duties involving direct interactions with students. We wish to further pursue the possibility of placing
school secretaries in elementary and secondary educational institutions in Japan, as they may contribute

to solving the various problems plaguing Japanese schools.

Keyword : school secretary, school administrative staff, elementary and secondary education, problems

inside and outside of schools, key- plyer
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