
 
 

TOTTENHALL INFANT SCHOOL 
 

JOB DESCRIPTION 
 

OFFICE / BUSINESS MANAGER  
  
 

The Governors of the School are seeking to appoint an Office Manager with 
outstanding practice who can provide efficient, professional, and highly organised 

administrative support to ensure the smooth day-to-day running of the school office. 
This post is a vital role providing strategic, managerial and operational support to the 

Headteacher. 
 
 

Post: Office Manager 

Grade: PO1 
Pro Rata Amount £39,022 - £41,740 p.a. inc 

Hours: 36 hours   Monday – Friday   41 weeks 
 

Reports to: Headteacher  
 

Job Purpose:     
 
To work alongside the Headteacher, taking responsibility for the following: 
 

• Lead and manage school office operations and administrative systems 

• Oversee admissions, pupil records, and data management 

• Supervise office/admin staff and ensure efficient workflows 

• Manage school budgets, monitoring income and expenditure 

• Process invoices, payments, and financial records accurately 

• Produce financial and operational reports for leadership and governors 

• Support HR processes including recruitment, onboarding, and staff records 

• Maintain payroll and staff absence data in line with procedures 

• Ensure compliance with safeguarding, GDPR, and statutory requirements 

• Maintain and update relevant school policies and administrative procedures 

• Oversee premises, facilities management, and health & safety compliance 

• Liaise with contractors and external service providers 

• Manage procurement, resources, and inventory 

• Support senior leadership with data, reporting, and school improvement 
planning 

• Act as key point of contact for parents, staff, and external stakeholders 

• Handle queries and communications professionally and efficiently 
 

 
 
 



Responsibilities & Duties: 
 
Office Administration and Management 

• Lead, co-ordinate and organise the office staff to ensure the organisational 
ethos, effectiveness, efficiency and safety are maintained at all times. 

• Ensure office staff are welcoming to all staff, pupils, parents and visitors and 
that all enquiries by telephone and in person are dealt with in a professional 
and helpful way. 

• To ensure all visitors, supply staff and club providers to site have appropriate 
identification, are signed in and out, and wear the appropriate badge whilst on 
site. 

• Act as central co-coordinator with regard to all information relating to school 
administration for parents, teachers, governors and outside agencies, 
ensuring that information is retained in an organised fashion and readily 
available. 

• To deal with queries and requests from visitors and callers and being able to 
work calmly at all times when working in a pressurised environment. 

• To answer the telephone and be at the front desk as and when required. 

• Strategically develop policies and procedures relating to the admin/business 
side of the school. 

• Manage the pupil and staff data both electronic and in paper files, in an orderly 
and secure manner. 

• Ensure that correct and appropriate advice is given to parents of procedures 
relating to new admissions and leavers and ensure that associated 
administrative documentation is processed. 

• Manage and monitor the induction of new administrative staff. 

• Manage and monitor all admin staff to ensure training needs are met with 
regards to the office systems and procedures including the computer system. 

• Ensure that security procedures are maintained at all times. 

• Introduce new procedures as and when required, to make recommendations 
to the Headteacher to assist in the smooth running of the school. 

• Assist the School Leadership Team when required. 

• Organise and manage relief cover for absences and additional support, as and 
when required for teachers and support assistants. 

• Ensure safe evacuation of school office staff and the monitoring of all such 
staff in the event of an emergency. 

• To liaise with the school photographer and other visiting persons. 

• To organise availability of photocopiers, computers, telephones and other 
office equipment required. 

• Keep up to date with changes in policies. 

• Keep records in accordance with the Local Authority’s record retention 
schedule and data protection law policy. 

 
Trips and Breakfast Club 
 

• Organise and collect payments for all trips, including overseeing the 
administration of Parent Pay and ensuring the school remains debt free. 

• To maintain the Breakfast Club account. 

• Responsible for the co-ordination of travel arrangements for trips including the 
sourcing of the most competitive prices for coach bookings. 

• Source costing figures for visits and report back to Senior Leadership team. 



• Manage additional payments for 30-hour nursery provision.  
 
Human Resources / Safer Recruitment 
 

• Manage the recruitment process for teaching and non-teaching staff in the 
school, including advertising, arranging interviews, issuing letters of 
appointment, checking paperwork (safeguarding), completing all relevant 
paperwork and monitoring the DBS process.   

• Maintain the single central record. 

• To ensure all staff to view and sign code of conduct and disqualification under 
the children Act 2006 annually. 

• To maintain filing systems, including the confidential personnel files, to provide 
immediate retrieval. 

• Assist staff with queries in relation to pay, tax and pension and absences with 
the relative officers at the Borough. 

• Administrative work relating to all staff absence in accordance with the LA 
policy.  

• Recording staff absences on Arbor (MIS) and Count On Absences document. 

• Reporting to the Headteacher when requesting information. 

• Complete school workforce census. 

• Set up new staff on Arbor (MIS), to provide passwords and guidance on its 
use. 

• Setting up staff email addresses and keeping information on an excel sheet. 

• Manage the school’s payroll provision together with Count On. 

• Complete annual salary statements for staff. 
 
Management of the School Budget and all Finance related matters 
 

• To manage the school’s budget, together with the Headteacher. 

• The use of Arbor Finance to help with the setting of the annual budget. 

• To place orders and record all expenditure for items required by the school 
and clarify invoices for payment.  

• Always ensure the school have the best possible price for services that are 
required. 

• Ensure adequate records are kept for budgetary audit purposes.   

• To help compile financial reports for the School Leadership Team, submission 
to the school governing body and the Local Authority. 

• To assist in the preparation of the of the end of year Financial Accounts. 

• To oversee the cashless payment system: Parent Pay. 

• Keep records of FSM and Pupil Premium. 

• Recording and banking of school monies. 

• To order all stationery items including consumables for the whole school. 

• The above duties are carried out in conjunction with the Count On Bursar. 
 
Management of the School MIS (Management Information System) system 
 

• Be responsible for managing and maintaining the school’s MIS system (Arbor) 
with regard to all pupil records and keep up to date with the systems and 
ensure the staff are suitably trained. 

• To be responsible for the organisation and management of Arbor end of year 
procedures that lead to the school being ready for the next academic year. 



• To be responsible for the organisation and management of the quarterly 
census return. 

• To be responsible for the annual pupil returns required by the local authority 
and DfE for EYFS, Year 1 and Year 2 assessments. 

• Co-ordinate and collate the annual pupil school report and accompanying 
paperwork to ensure they are distributed in a timely manner, and ensure all 
reports are ready, copied and collated on time. 

 
Admissions 
 

• To oversee the admissions process for the school, including Nursery and 
Reception intake, mid-term admissions and leavers, including transferring the 
CTF files. 

• To manage pupil admissions in accordance with LA / School policy. 

• To maintain all aspects of pupil information. 
 
Premises 
 

• To liaise with the school PFI company to maintain a high level of service. 

• To liaise with Pinnacle – and Resolis (PFI) – for all aspects of estate 
management relating to the school. 

• Attend half termly PFI meetings.  

• To be responsible for the after-school lettings of the school premises. 

• Any other duties, within the scope of this function and grading as directed by 
the Headteacher. 

• All schools and services in Enfield are committed to safeguarding and 
promoting the welfare of children and young people.  Therefore, all workers 
and employees within Enfield are expected to share this commitment. 

 
 


