QUEEN’S DRIVE INFANT SCHOOL

Job Description
POST TITLE:


OFFICE MANAGER
SCALE:


GRADE 8  ~  32.5 hours per week – TERM TIME + 10 DAYS
RESPONSIBLE TO:

HEADTEACHER
RESPONSIBLE FOR:                OFFICE STAFF, SITE STAFF


PURPOSE OF JOB:


To work as part of the administrative team in supporting the school in attaining its aims and objectives by providing secretarial support to leadership team and communication with partners and agencies. Working in close liaison with the Headteacher and leadership team, making decisions on day to day operational matters within the guidelines of work plans, policy & procedures and GDPR.  
Such decisions include: 
Planning and prioritising; allocating and organising work; monitoring performance; taking remedial action as required; developing and using new software / technology.
MAIN OBJECTIVES
1. Provide timely and effective operation of secretarial and administrative support to the Headteacher and Leadership team in accordance with good secretarial practice.

2. Management of the office environment / reception – maintaining an organised office space and filing systems and ensuring visitors are signed in and checked
3. Supervision of office staff in the general office and site staff, allocating and monitoring work as required for quality and accuracy.  Ensuring that new staff are inducted effectively.  Deal with line management of staffing matters including grievance and disciplinary matters. 

4. To be responsible for the recruitment and selection of administration staff, participating in short listing and interviewing in conjunction with the Headteacher and Governors.

5. Assess training needs of office / site staff and arrange training accordingly logging records and certificates.
6. Generate correspondence and reports of a routine nature.  Completion of forms required by Department of Education, Local Authority and Education Personnel.
7. Maintain pupil attendance records and related paperwork, supporting the Headteacher in the monitoring process, ensuring all correspondence is produced in a timely and effective manner, working in the conjunction with the FSW to ensure the ongoing safeguarding of pupils and implement the school attendance policy.
8. Maintain effective pupil records, both electronic and school-based paper copies, ensuring that these are accurate, hold UpToDate information and comply with GDPR. Ensure effective transfer of records.

9. Maintain Building & Maintenance logs to ensure compliance with Health & Safety protocols and ensuring that site staff are working effectively within the health safety policy and reporting regularly to the Headteacher

10. Oversee the recruitment process, ensuring preparation of recruitment material for all posts, arrange for advertisements to be placed, ensuring shortlisting and interviewing panel receive copies of application forms and informing shortlisted candidates of interview.  Arrange hospitality for interviews.

11. Manage staff records, overseeing the work of HR manager to check these are kept up to date and secure both via the EPM Portal and school based paper copies, including logging all sickness and other absence.
12. Maintain information on the school website, ensuring this is UpToDate and accurate 
