OFFICE MANAGER
Grade SO2 Points 27–29
Responsible To Headteacher
Responsible For The effective operation of the school office and administrative functions of the school.
MAIN PURPOSE OF THE ROLE
The Office Manager plays a vital role in the daily life of Christ Church Streatham CE Primary School.
As the first point of contact for many parents, visitors, contractors and external agencies, the Office Manager will ensure that the school office provides a professional, welcoming and efficient service which reflects the school's vision and values.
The Office Manager is responsible for leading the administration, admissions, communications, HR administration, contract management and operational systems of the school, ensuring that the school meets its statutory responsibilities and operates effectively on a day-to-day basis.
The postholder will work closely with the Headteacher, Trust colleagues, governors, contractors and external agencies to support the strategic development and smooth running of the school.
KEY RESPONSIBILITIES
1. Front Office Leadership and Community Engagement
· To lead the day-to-day operation of the school office.
· To act as the primary point of contact for parents, visitors, contractors and external agencies.
· To ensure all visitors receive a professional and welcoming experience.
· To manage incoming enquiries, telephone calls, emails and correspondence.
· To build positive relationships with families and support effective home-school communication.
· To ensure safeguarding procedures relating to visitors are followed at all times.
· To promote the school's Christian vision and values in all interactions.
2. Strategic and Operational Leadership
· To work in partnership with the Headteacher to support the strategic development of the school.
· To ensure effective administrative systems, procedures and processes are in place.
· To support the implementation of school policies and procedures.
· To contribute to school improvement planning within areas of responsibility.
· To ensure the school meets its administrative, legal and statutory obligations.
· To liaise effectively with Trust colleagues, governors and external agencies.
3. Administration and Information Management
· To oversee the efficient administration of the school.
· To maintain accurate pupil records and management information systems.
· To ensure timely completion of statutory returns including School Census and Workforce Census.
· To produce reports, statistics and information as required by the Headteacher, governors and Trust.
· To ensure school records are maintained securely and in accordance with GDPR requirements.
4. Admissions and Pupil Administration
· To manage admissions processes for nursery and in-year admissions.
· To coordinate school visits for prospective parents.
· To support pupil enrolment and transition procedures.
· To maintain accurate admissions records and waiting lists.
· To help maximise pupil recruitment and minimise vacant places.
5. Human Resources Administration
· To oversee day-to-day HR administration.
· To support recruitment processes including advertising, safer recruitment checks and onboarding.
· To maintain personnel records securely and accurately.
· To liaise with payroll, pensions, occupational health and other HR providers.
· To support induction arrangements for new staff.
6. Marketing, Communications and School Promotion
· To work with the Headteacher to promote the school within the local community.
· To support the implementation of marketing initiatives aimed at increasing pupil numbers.
· To maintain and develop school communications including newsletters, promotional materials and website content.
· To actively promote the school's wider offer including nursery provision, wraparound care, holiday provision and community events.
· To support community engagement activities and events.
7. Contract and Supplier Management
· To oversee contracts with external providers including ICT, catering, cleaning, maintenance and other services.
· To monitor contractor performance and escalate concerns where necessary.
· To ensure procurement processes provide best value for money.
· To support the identification and procurement of new services when required.
8. Finance Administration
· To provide accurate and timely information to the Trust Finance Team.
· To support financial administration processes and record keeping.
· To ensure purchase orders, invoices and related documentation are processed efficiently.
9. Premises, Health and Safety
· To work closely with the Site Manager and Trust colleagues to ensure the school site is safe, secure and well maintained.
· To support the management of premises-related contracts and compliance checks.
· To oversee the administration of health and safety procedures, risk assessments and fire safety records.
· To support lettings and community use of the school premises.
· To ensure safeguarding considerations are embedded in all premises and contractor arrangements.
10. Safeguarding
· To safeguard and promote the welfare of children and young people.
· To follow school safeguarding procedures and statutory guidance.
· To report concerns in line with school policy.
· To maintain appropriate levels of confidentiality at all times.
PERSON SPECIFICATION – ESSENTIAL
· Excellent interpersonal and communication skills.
· Ability to build positive relationships with parents, pupils, staff and external agencies.
· Strong organisational and administrative skills.
· Ability to manage multiple priorities and work under pressure.
· Experience of working in an administrative, operational or office management role.
· Competent ICT skills including Microsoft Office and management information systems.
· Commitment to excellent customer service.
· Understanding of confidentiality, GDPR and safeguarding.
· Ability to support and promote the Christian ethos of the school.

