Kelford School
JOB DESCRIPTION

	Post Title: Office Manager

	

	Grade: Band H scp 24 to 27 (£31,099 to £33,820 pro rata)
Hours of work: Full Time flexi-time (all holidays to be taken during school holidays)
37 hours per week, term time plus 5 days
Responsible To:  Headteacher and Governing Body
Responsible For:

6 x Administrative staff, 1 x Site supervisor, 
Responsible for the school’s administrative systems & HR, finance procedures, school premises, health & safety & business development

	

	


	Leadership and Management
The School Office Manager is a full member of the school operational management team.  The purpose of the job is to:

· Develop, lead and manage the business, premises and administrative systems.
· To ensure effective administrative systems and practices that comply with legal and statutory requirements

· To undertake continual assessment of the support service to ensure that the needs of the school are met in the face of government and legislative changes
· To actively seek maximisation of income for the school by strategic forward planning and taking a commercial view on leading business potential and opportunities

· To provide advice and information to the Senior Leadership Team so that the school can make effective management decisions.

· Give a strategic leadership and vision to aspects of premises and health & safety.
· Ensure the school makes the best possible use of available resources.

· Ensure that the school is fully prepared to meet external auditing.
· Liaise with the site supervisor to ensure that the learning environment is permanently safe, secure, efficiently run and it is consistently meeting its potential.
· To function as line manager for all administration, premises staff and for other associate staff as and when appropriate.
· To be responsible for communication between the school and its service users.
· To attend main governors’ meetings as directed by the Headteacher.
· To act as a role model and lead by example, embracing change and constantly pursuing the best for the school.
· To ensure that the school consistently reviews its ICT strategy in conjunction with Nexus Strategic IT Lead to maximise the potential for the school. 
· Finance and Managing Resources  
· To be responsible for the management of certain basic features of the school accounting function, in accordance with Nexus Multi-Academy Trust procedures ensuring its efficient operation according to agreed procedures.
· To act as authorised signatory as delegated by Headteacher.
· Preparation of invoices and collection of fees and monies due to the school.

· To act as budget holder for: building/site maintenance; administrative supplies; furniture; cleaning/caretaking
· Responsible for ensuring that the school’s voluntary funds are administered efficiently in line with Nexus Multi Academy Trust procedures.
· Ensure the school’s Equipment (Asset) Register is maintained and a rolling replacement programme is in place.
· Maximise income generation – preparation of bids/sponsorship for external funding and management of all external funding.

· To be the point of contact with central and other agencies with regard to grant application, gifts and other donations.

· Ensure that all cash received in school e.g. dinner monies, uniform monies etc is processed as per financial procedures and banked appropriately.

Human Resources 
· To be responsible for the school’s general HR function, for the clearance of new staff, medical clearance and to ensure that contracts of employment are issued.
· Responsibility for ensuring efficient maintaining of staff records/recording of absence on SIMS and ensuring accurate recording of information for School Workforce Return.

· To be responsible for providing advice on recruitment procedures, induction and training.  Advise on the process of selection of staff, both supply and contracted teaching and support staff, advertising vacancies, arranging interviews, following up references in conjunction with the Headteacher and the Governors.

· To source high quality advice/information for the Headteacher and Governing Body on assessment of salaries, expenses, sickness and maternity procedures, redundancy and other HR matters.
· To provide leadership and guidance for associate staff, including direct line management where appropriate; administrative, financial, technical, premises, cover.

· To ensure that sickness and leave of absence records are maintained and to complete associated insurance claims.
· To maintain confidential staff records and to ensure that staff records held in school by others are kept confidential.
· Ensure salary and expenses claims are authorised.
· Management of staff listed in responsibility, ensuring their performance management and monitoring their staff development;
· Provide return to work discussions with associate staff after periods of sickness absence.

· Overall responsibility of the school’s Single Central Record for safeguarding purposes.

· To ensure that there is adequate staff cover to meet the school’s needs at all times in consultation with the Headteacher and Deputy Headteacher.
Estate Management 
· Co-ordinate/liaise with site manager re security/safety of premises, work to be carried out etc.

· To liaise with Buildings/Electrical/Mechanical Inspectors regarding proposals/costings of work to be carried out on the premises.

· Manage all projects on premises and site and liaise with contractors/LA as required
· Liaise with facilities co-ordinator re provision of appropriate level of hospitality for visitors/meetings, organising venues etc

· To act as the school’s Health and Safety Co-ordinator and Fire Officer.

· To formulate, monitor and implement the school’s safety policies to comply with the regulations of the Health and Safety at Work Act and other related legislation to ensure the safety and security of all service users.

Whole School Administration

· To manage the administrative function including, school reception, records and telephones and ICT systems
· To be responsible for the system and general management of the school’s administrative and financial computer network, the maintenance of the Management Information Systems.  To act as System Manager for the admin computer network.

· Responsibility for management of all the school’s administration policies, procedures and data management systems.
· Ensure highest degree of welcome for school users visiting or telephoning.
· To ensure that all pupil records are efficiently and confidentially maintained

· To ensure that all pupil related returns e.g. absence, School Census, assessment etc are generated and submitted to the relevant agencies correctly and in a timely manner.
· To ensure that all admission arrangements are made effectively and that attendance is monitored and reported.

· To liaise, as necessary, with LA services, DfE and other agencies.
· To ensure that staff handbook and school prospectus are reviewed regularly and published

· There is an expectation that all members of staff will participate in INSET and training activities to continue their own professional development and to enhance their role within school.




Standard statements:


1) As appropriate, to the postholder’s duties must be carried out in compliance with the following:

Nexus MAT Policies
School policies and procedures
Health and Safety at Work Act (1974) (and subsequent health and safety legislation).

2) These duties and responsibilities should be regarded as neither exclusive nor exhaustive as the postholder may be required to undertake other reasonably determined duties and responsibilities, commensurate with the grading of the post, without changing the general character of the post.[image: image1.png]



Job Purpose:  


Provide leadership support to the school administration team.  Managing the daily operation of the school office and the school’s general administrative activities.  Support the site manager and Headteacher in the maintenance and development of the school buildings.








