Belmont Infant & Junior School

Job Description
Job Title:


Office Manager SO1
Salary:



25 Hours, 40 weeks

Weeks Contract Type:
Permanent

Reporting To:


School Business Manager
Main Objectives
The Office Manager is responsible for overseeing the daily administration of the school office including line management of all administrative staff. They are also responsible for all administrative and organisational processes within the school, always maintaining confidentiality. The post holder must also contribute towards their own and their team’s professional development and could function under high levels of pressure in a demanding school environment. The school Office Manager will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.
Duties and Responsibilities 

Organisation

· Ensure the smooth and effective running of the school office and all administrative and communicative systems.

· Contribute towards the planning, development and organisation of support service systems, procedures, and policies.

· Responsible for the organisation of school trips and music lessons in cooperation with other staff. This includes ensuring that staff and external providers (e.g. coach companies) have completed all associated risk assessments.

· Assist with organising parents’ evenings, open days and other meetings and events, including the organisation of rooms, marketing, and equipment, and providing refreshments as required.

· Ensure that all staff create a professional and welcoming reception for all visitors and parents. Ensuring all visitor checks and health and safety processes are in place to monitor entry in and out of the school.

· Follow security procedures in the reception area to ensure the safety and security of the school.

Leadership

· To undertake direct supervision and management responsibility of the work of administrative staff as appropriate.

· To undertake HR processes under the direction of the School Business Manager. 

· Recognise own strengths and areas of expertise and use these to train and develop the team. 

· In case of absence be able to cover any of the roles that are line managed by the Office Manager. 

· Ensure that all members of the office present, at all times, a positive image to the school to all staff, parents and visitors both internally and externally.

· Develop an office team that delivers and meets the needs of the school.

· Take all decisions in line with the vision and values of the school and encourage others to do the same.

· Ensure that the school office areas across site embody the school ethos of Belmont Infant and Junior Schools.  

Administration and Communications

· To undertake word processing and IT based tasks on a variety of office programs and to train staff where required.

· Manage manual and computerised record/information systems and ensure parent data is up to date and performing regular data checks in conjunction with the School Business Manager. 

· Analyse and evaluate data/information and produce reports/information/data as required for the School Leadership.

· Provide personal, administrative and organisational support to other staff and the Governing Body. 

· Assist with managing the school’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary.  

· Receive and prioritise incoming telephone calls and deal with them appropriately, including recording and distributing messages as required.  Operate an effective communication system to ensure information is made available promptly to staff and others.

· Responsible for sending all communications to stakeholders through the MIS system.

· Organise and distribute incoming and outgoing post.

· To arrange school tours for parents/carers, which promote the public image of the school for parents/visitors.

· Receive all visitors to school in accordance with school procedure.  Welcome visitors in a professional and hospitable manner to create a positive first impression.  Deal with matters appropriately including referring on to the most appropriate person and giving visitors information as requested.

· Management of the admissions process for all new pupils and parents, ensuring all school communications are set up.   

Resource Management 

· Order, monitor and manage stock, ensuring best value following the school’s purchasing processes.

· Provide advice and guidance to staff, pupils and others on administration systems and events that take place in school.

· Assist with marketing and promoting the school.

· Manage the school administration not limited to sending communications, setting up trips, music lessons and providing login details for all stakeholders. 

· Ensuring all the relevant documentation for trips in line with the school policy and working with the School Business Manager to include the costings are completed effectively.

· Manage financial administration procedures for your department and maintain appropriate records to satisfy audits.

· Manage office expenditure within an agreed budget.

· Ensure the office is kept tidy, organised and in good order at all times, making sure there are sufficient office resources available, and staff operate a clear desk policy. 

· In the event that cash is taken into the office, cash handling procedures such as receipts are adhered to, and money is secured immediately. 

· Compliance with School policies and procedures e.g., Equality and Diversity, Health and Safety and Safeguarding and promote with in the admin team. 

Compliance 

· Manage the visitor safeguarding requirements, including collating documentation and DBS checks as required.

· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times.  

· Ensure all staff are aware of the key policy documents and abide by the school code of conduct. 

· Ensure that all staff are operating within the Health and Safety regulations as advised by the School Business Manager. 

· Support the School Business Manager in ensuring all staff complete relevant H&S training, such as Fire Warden, and keep records. 

· Act as a fire warden for the school. 

Important Notes:

· This job description will be reviewed annually or earlier if necessary. In addition, it may be amended at any time after consultation with you.
· The post holder shall ensure the duties of the post are undertaken with due regard of the school’s Health & safety Policy and to their personal responsibilities under the provision of the Health and Safety at Work Act 1974 and all other relevant subordinate legislation.
· The post holder shall carry out these duties with due regard to the Belmont Infant & Junior and Haringey LA policies, procedures and priorities.
· Our school is committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within Haringey are expected to share this commitment
· There may be situations where the post holder may be required to undertake other duties within the school at the discretion of the Headteacher, but within the level of responsibility of the current job description.

June 2024
Signed     …………………………………………………     Dated     …..…………………………..
Belmont Infant & Junior School

Person Specification
Job Title:


Office Manager SO1
Salary:



25 Hours, 40 weeks

Weeks Contract Type:
Permanent

Reporting To:


School Business Manager
It is recognised that candidates may not meet all of the criteria but we are looking for the best fit for our children and school.

EDUCATION

· NVQ in Business Administration or equivalent qualifications (or working towards)
· GCSEs in English and Maths
EXPERIENCE

· Working in an office environment
· Experience of working in a school setting
· Organising, leading and motivating other staff
· Developing, managing and operating clerical/administrative/financial and organisational systems
· Ability to liaise effectively with a wide range of people of all ages and backgrounds
· Evidence of excellent attention to detail and accuracy
· Proven administrative skills
· Organised and able to work with the minimum of supervision and show initiative
· Ability to work with sensitive information, maintaining high levels of confidentiality
· Evidence of ability to work flexibly and support colleagues
· Ability to contribute constructively and be a positive team member
· Understanding of and commitment to equal opportunities and safeguarding children
SKILLS & KNOWLEDGE
· Understanding of data protection and confidentiality
· Excellent attention to detail
· Effective communication and interpersonal skills
· Excellent time management
· Ability to build effective working relationships with staff and other stakeholders
· Ability to use IT packages including word processing, spreadsheets and school MIS systems
PERSONAL

· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· Evidence of energy, enthusiasm and resilience

· A strong sense of loyalty to the school

· A warm personality and approachability

· Evidence of effective team work and a caring approach in all interactions

· An ability to maintain professional integrity even when under pressure

· A good work ethic and a professional approach

· An interest in developing professionally
