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JOB DESCRIPTION
	JOB TITLE          
	Administration (Level 4)  Office Manager

	GRADE 
	Grade 5 (SCP 12-17)  


 
	 JOB PURPOSE 
1. To manage and develop the academy administrative function, with responsibility for finance, personnel management, training and development of staff, and strategic planning to ensure the academy makes the best possible use of resources available.

2. To be responsible for the preparation and production of all academy records and publications. 
 
3. To be responsible for effective risk management, management of third party service contracts, and obtaining and maintaining necessary licenses and permissions.

4. To be responsible for the line management of administrative staff 


	 CONTROL OF RESOURCES 
 Personnel  
To be responsible for the direction, support and motivation of any staff under postholder’s control.
 Financial  
To work in accordance with Financial Regulations and procedures of the academy and Trust.
Responsibility for the production, maintenance and monitoring of budgetary information, as well as cash handling.
 Equipment/Materials  
To be responsible for the safe use and maintenance of equipment/materials used by the postholder.
To operate general office equipment, ICT systems including hard and software and
the orderly storage of stationary and office supplies.
 
To adhere to the academy rules and regulations relating to the use of ICT, e-mail and intranet/internet access.
 Health/Safety/Welfare 
Responsible for the health, safety and welfare of self and colleagues in accordance with the academy’s Health and Safety policies and procedures and current legislation.
 Equality and Diversity  
To work in accordance with the Trust’s Policy relating to the promotion of Equality and Diversity.
 Training and Development 
The postholder will be responsible for assisting in the identification and undertaking of their own training and development requirements in accordance with the Trust and academy training matrix programme.
Relationships (Internal and External) 
Internal:                1. Academy staff. 
                             2. Senior managers. 
                             3. Governors & Trustees. 
                             4. Volunteers. 
                             5. Pupils. 
                             6. Users of the Academy.  
External:               1. Parents/carers.  
                             2. Staff in other academies. 

 RESPONSIBILITIES:
The postholder must:
1.	Perform his/her duties in accordance with the Council’s Equality and Diversity Policy.
2. Be able to render regular and efficient service to undertake the duties of this post.

3. Ensure that the requirements of the Academies Financial Handbook document are adhered to.


PRINCIPAL DUTIES 
Finance
 
1.  1. To support with monitoring financial transactions, academy budgets, preparation for external and internal audits,  
2. To be responsible for the management of the academy accounting function, ensuring its efficient operation according to agreed procedures, and to maintain those procedures by conducting regular reviews.
 
3. To monitor all accounting procedures and resolve any problems, including:
a. The ordering, processing and payment of all goods and services provided to the academy.
b. The operation of all payment accounts, ensuring that a full reconciliation is undertaken at least once per month.
c. Maintaining an assets register.
d. Preparation of invoices and collection of fees and other dues, taking  action where necessary to recover bad debts.

4. To support with  financial returns for the DfE, LA and other central and local government agencies within statutory deadlines.
 
5. To maximize income generation, working within the ethos of the academy.
 
6. To be the point of contact with central and other agencies with regard to grant applications, gifts and other donations.
 
7. To be responsible for seeking professional advice on insurance and advising the Principal on the appropriate insurances for the academy, implementing approved insurances and handling any claims that arise.
 
8. To be support with the arrangements for academy facilities including: catering, transport, the academy shop, bookings for academy facilities

Personnel Management
1. To be support with  ensuring that new staff have DBS certificate, medical clearance and to ensure contracts of employment are issued.  To maintain the confidentiality and secure storage of staff records.  
 
2. To provide leadership and guidance for support staff including direct line management responsibility  for administrative and clerical,  
3. To be responsible for the recruitment, performance management, professional development, appraisal and training of all staff within the office team.
 
4. To co-ordinate all administration in relation to staff records.
 
5. To seek advice from Trust HR Team as appropriate on personnel policies and procedures.

Estate Management 
 
 
1. To utilise risk assessment tools to establish hazards within the academy and implement actions to minimise the associated risks involved.

2. To support with Health and Safety management within the academy working alongside the Site team and the Trusts Health and Safety team.


Whole School Administration
1. To manage the administrative function including the administration of ICT facilities, school reception, reprographics, records and telephones.
 
2. To be responsible for the systems and general management of the academy’s administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerisation of administration, accounting and records systems, including desk top publishing, acting as System Manager for the administrative computer network.
 
3. To provide for the preparation and production of all academy’s records and publications.
 
4. To be responsible for obtaining the necessary licenses and permissions and ensuring their relevance and timeliness.
 
5. To provide advice to the Principal in respect of administrative issues. 
 
6. To plan and develop administration systems and processes to support the efficient running of the academy and make best possible use of resources.
 
7. To prepare and produce academy records and publications, including detailed reports and data. 
 
8. Provide administrative and organisational support to the academy Principal and  Leadership team

 SECONDARY DUTIES 
1. To make a positive contribution to the academy, supporting and promoting its ethos, aims and inputting to the development/improvement plan.
 
2. To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person (as named in the policy concerned).
 
3. To participate in training and other learning activities and performance development as required. 
 
4. To attend and participate actively in meetings as required.
 
5. To appreciate and support the role of other professionals.
 
6. To recognise own strengths and areas of expertise and use these to support and advise others.
 
7. To undertake such other duties and responsibilities of an equivalent nature as may be determined by the Principal or Trust central team in consultation with the postholder and if she/he wishes with her/his trade union representative.


	


 
	 RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT 

	Responsible to: 
	Senior Officer Manager 

	Responsible for: 
	Admin Assistant

	
 SPECIAL CONDITIONS  
DBS Disclosure required – Enhanced 
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PERSON SPECIFICATION
Job Title: Administration (Level 4) 
	 
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	 
Education & Qualifications 
	 
To possess or be willing to work towards GCSE English and Mathematics at Grade A*- C or Level 9-4, or an alternative Level 2 qualification in Literacy and Numeracy. 
 
To possess or be willing to work towards a Level 4 qualification in Business Administration, Accounting or CSBM.

Possess or be willing to undertake appointed person certificate in first aid administration. <Please delete if not required>

	 
 First Aid Certificate.  

Diploma in School Business Management.



	 
AF 
 
 
 


 
AF / I 




AF/I

	Experience 
	 
Experience of managing budgets.

Experience of development, management and operation of administrative tasks, including taking accurate minutes.  

Experience of handling staffing issues.

	 
Experience of working with children in a paid or voluntary capacity.
  
 
	 
AF / I 
 
 
 

AF / I 
 
 
 

	 
Skills & Knowledge 
	Fully competent in the use of ICT packages, e.g. Microsoft Word, Access, Excel, Outlook.

Understanding of the importance of safeguarding/ child protection when working in a school setting. 
Knowledge of data protection and understanding of the importance of maintaining confidential information. 

Full working knowledge of financial regulations/codes of practice. Understanding of legislation in relation to personnel, health and safety and estate management.

Ability to organise, lead and motivate other staff.

Ability to evaluate and develop administrative systems to create more efficient practises.

Analytical skills to interpret information and use initiative and judgement to solve problems, within established policies and procedures. 

Excellent communication skills and ability to deliver effective customer service. 

Ability to work effectively within a team environment, and an understanding of school roles and responsibilities.

Ability to promote a positive ethos and be an effective role model.

Highly organised and able to prioritise tasks, handle conflicting priorities and meet deadlines within a busy environment.

Ability to self-evaluate learning needs and actively seek learning opportunities for self and others.

	
	 
AF / I 
 
 
 
 
AF / I 
 
AF / I 
 
 
 
 
AF / I 
 
 


AF / I 
 
 
AF / I 
 
 
 
AF / I 
 
 
 
 
AF / I 
 
 
 
AF / I 
 
 
AF / I 



AF / I 



AF / I
 
 

	 
Special Working Conditions 
	Willingness to participate in relevant training and development opportunities.

Ability to attend meetings out of school hours.

Flexible in approach and able to meet the changing demands of the role.

Professional appearance and manner.

The ability to converse at ease with customers and service users and provide advice in accurate spoken English.
	 
	 
AF/I 
 
AF/I 
 
 
AF/I 
 

AF/I 
 
 

AF/I 
 
 
 


 
Abbreviations: AF = Application Form; I = Interview. 
 
N.B. – Any candidate with a disability who meets the  
essential criteria will be guaranteed an interview 
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