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Belmont Junior School


	Rusper Road, London N22 6RA. Tel: 020 8888 7140 

	Headteacher: Fiona Crean 

	e-mail: admin@belmont-inf.haringey.sch.uk


	


School Office Manager
Salary Scale S01
25 hours per week – Monday to Friday (term time only)   
8:00am to 1:00pm
From 1st September 2024
Belmont Junior School is seeking to appoint a friendly and welcoming Office Manager.  Belmont Infant and Junior schools will be federating in September 2024; the Office Manager will be based in Belmont Junior School but will be part of a team across both schools. 

Belmont Infant & Junior Schools are a happy learning community where each individual child and member of staff is valued for the contribution they can make to the life of the school. Staff work hard to provide the very best for our pupils. If you join our team you can be assured that you will be part of a happy, caring team who put children at the heart of the school.

Key duties:
· To undertake clerical and administrative support duties in relation to the organisation of school activities;

· To have an understanding of finance, inputting invoices, ordering and budget monitoring;
· To support the SBM in matters relating to HR, Health & Safety, Finance and Governors;

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person;
· Have a good level of efficiency with an eye for detail;
· To have good organisation skills, especially with their work load and to be prepared to offer hands on support whenever required;
· Report to school admissions any pupil vacancies and actively promote the school;
· To highlight any attendance patterns relating to pupils;
· Maintain manual and computerised records / management information systems;
· Undertake word processing and other IT based tasks;
· Operate office equipment e.g. photocopier, computer;
· Be aware of and ensure equal opportunities for all;
· Contribute to the overall ethos, work and aims of the school;
· Appreciate and support the role of other professionals as appropriate;
· Attend and participate in relevant meetings as required;
· Participate in training and other learning activities and performance development as required;
· Any other duties and responsibilities appropriate to the grade and role.
You will need to:
· Have excellent communication and organisational skills;
· Have good ICT skills;
· Be friendly and approachable and responsive to the needs of the school and community;
· Have the ability to multi task in a busy environment;
· Have an excellent work ethic and be a strong team player;
· Have a good level of numeracy and literacy, preferably C/4 or above in English and maths GCSE (or equivalent).
Key relationships:
The post holder will report to the School Business Manager and Headteacher. 
We can offer you:

· Staff with a vision of collaboration;
· Children who love their school and learning;
· A respectful and supportive community;
· A well-resourced and stimulating environment;
· A strong emphasis on teamwork.
Please contact the school office on:  admin@belmont-inf.haringey.sch.uk for an application pack, and to arrange to visit the school.

Closing Date:   Monday 24th June @ 9am
Interviews:   Wednesday 26th June 2024
Shortlisted candidates will be notified by telephone and email.
Belmont Infant and Junior Schools are committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
All posts are subject to pre-employment checks, references will be sought and successful candidates will need to undertake an enhanced DBS check.

 Every child and young person in Haringey matters. Every child and young person deserves the best life chances, especially when they face additional barriers due to ethnicity and disadvantage. It is everyone’s responsibility to make this a reality and create the equality of opportunity we want to see.
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