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Office Manager Position 
Our long-serving and highly valued Office Manager is retiring at the end of this academic year. We are recruiting for an Office Manager to join The Annunciation Catholic Infant School from 1st September 2025. We are a successful and welcoming school and are proud of our very positive relationships with all stakeholders. 
The successful candidate will be expected to work 36 hours per week, term-time only, in addition to 5 inset days each academic year. This position presents an excellent opportunity for an individual with existing office manager experience within a school setting or other relevant and transferrable experience.

Working hours are Monday to Friday 8:15am to 4.00pm. This role is a permanent position, but a 3 working month probationary period will apply. These are the set hours for this role, and we are unable to reduce or amended these due to hours of operation.

Our organisation is committed to safeguarding and promoting the welfare of children.  We expect all staff and volunteers to share this commitment. Our recruitment process follows the keeping children safe in education guidance. Offers of employment may be subject to the following checks (where relevant): childcare disqualification Disclosure and Barring Service (DBS), medical fitness to work, online/social media checks, prohibition from teaching right to work satisfactory references suitability to work with children You must tell us about any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.

Salary is pro-rated by number of hours per week worked and number of weeks worked per year and ranges from £28,134 to £34,246, dependent on the candidate’s experience and duties undertaken.  

The closing date for applications is 12.00pm on Monday 2nd June 2025 with interviews taking place the week commencing 9th June 2025.
The successful applicant will have the opportunity to carry out a full handover with the current Office Manager before the end of the academic year and review or set up any systems, if necessary, once in post. 
Applications can be downloaded from the school website or please contact the school office on 020 8959 2325 for details. 










Office Manager Job Description
The Office Manager will provide comprehensive administrative support to the school and carry out the role of Finance Assistant to the external Finance Officer/School Accountant. For example, data and finance input, photocopying, filing, phone calls, emailing, letter writing, completion of routine forms, processing school meals etc. This could be in conjunction with other members of the office team and also directly supporting the senior leadership team of the school. 
[bookmark: _Hlk197592157]Key accountabilities/duties/responsibilities include the following;

• Update manual and computerised records/management information systems (e.g. Single Central Record, Integris and CPOMS)
• Lead on all aspects of admissions, attendance and punctuality
• Lead on off rolling pupils in a timely manner and transfer of records to new setting
• To maintain accurate student records
• Complete the termly census
• Monitor and respond to matters arising through the school admin e-mail inbox
• Manage Free School Meal applications and any related vouchers for the holidays
• Help to monitor the school budgets and assist in the management of the school’s financial processes
• Raise orders and process invoices
• Manage payments and income on the school finance systems
• Maintain accurate finance records and carry out monthly bank reconciliations
• Set up clubs and other payments on Parentpay
• Make termly submissions for Early Years funding on the Barnet Portal and raise Nursery invoices, as necessary
• Complete milk and fruit returns
• Liaise with the external Finance Officer/School Accountant during their regular visits to school regarding any finance queries arising relating to payments, finance records, budget monitoring, payroll etc

The Office Manager may also undertake some or all of the following, amongst other activities:

• Undertake general reception duties, act as a point of contact in response to telephone and face-to- face enquiries, sign-in/out visitors
• To act as a point of contact for sick pupils, liaising with parents / carers / staff in a timely fashion
• Assist with arrangements for visits and visitors, for example by school nurse, supply teachers, school photographer etc                                                                                                                   
• Add relevant information/updates to the school website or Class Dojo system, as necessary.
• Lead on ensuring daily attendance is completed on Integris for all classes. Contact children’s parents/carers for absent children
• To receive deliveries, check and arrange orderly and secure storage of supplies. The duties and responsibilities listed above describe the post as it is intentioned. The post holder is, however, expected to accept any reasonable alterations that may, from time to time, be necessary.                                                                                                                                                           
• The post holder will communicate with other school staff and teachers, the senior leadership team, pupils, parents / carers, suppliers, visitors regularly










Job Specification

Knowledge, Training and Experience
· Educated to NVQ level 4, HND or foundation degree level or equivalent knowledge and experience in specialist area 
· Significant office experience in a senior administrative role
· Knowledge and understanding of Data Protection, Safeguarding and confidentiality issues 
· Knowledge and understanding of internal and external guidelines and statutory requirements
· Deep and broad knowledge and understanding of the school, school policies and procedures, and services to resolve queries and problems
· Thorough knowledge and understanding of appropriate specialised systems and administrative and/or financial procedures
· Able to use office equipment, such as photocopiers, printers, fax, laminators
· Proficient user of MS Office software and/or in-house software 

Skills
Planning, organising and controlling skills
· The post holder requires a good level of knowledge of a range of administrative and finance support tasks and school-related (or other transferrable) office procedures 
· Work within the school policies and procedures organise, plan, allocate as required and deliver work that       is usually completed in the short term
· Manage the administrative and/or finance function for the school for example providing support, advice and guidance on administrative issues to senior staff, governing body and others, developing and maintaining recording and information systems, operating bespoke school information management systems
· [bookmark: _Hlk197077428]To be able to follow instructions or set routines and plan ahead for tasks
· To demonstrate initiative and make decisions related to own daily workload 
· Plan for and organise school trips/visits and events
· Contribute to the short term plans of the school 
Communication and influencing skills 
· The post holder will have good communication skills and communicate effectively with other school staff and teachers, the senior leadership team, pupils, parents / carers, suppliers, visitors. This includes written communication skills.
Provide advice, guidance and support on a range of non-teaching issues to Head Teacher, teachers, other school employees, Governors, pupils, parents and other members of the community
· Build and maintain effective working relationships with colleagues and other agencies as required to ensure the appropriate level of service is provided
· Establish and maintain effective and constructive relationships with pupils, parents and carers, communicating with them as appropriate to share information, and inform them of school business through daily contacts and written communications
· Undertake reception duties including dealing with visitors as required, using courtesy, tact and diplomacy
· To maintain confidentiality about all aspects of the role and ensure all school protocols to ensure confidentiality of personal, financial etc information are followed
Initiative and Innovation skills
· Work within internal and external guidelines, statutory requirements, school policies and procedures using initiative to prioritise tasks and organise own and others workload
· Innovative skills for developing, planning and managing administrative and financial function within the school
·  Deal with problems independently and seeking advice from Head Teacher/Deputy Head Teacher/School Business Manager/Office Manager as necessary

Supplementary Information
· The role has a very ‘public facing/public liaison’ element and the post holder will be the first point of contact dealing with any issues related to visitors/parents. Challenges are normally routine, requiring straightforward solutions; more difficult situations might be referred to others, including senior leaders.
· [bookmark: _Hlk197076666]Concentration for undertaking administrative tasks
· Exposure to emotionally demanding situations is infrequent
· Contact with pupils, parents and carers and outside agencies entering the office and may assist with the welfare and care of sick pupils 
· May handle small amounts of cash (ad-hoc and infrequent)
· Responsible for the maintenance and updating of records; may select, order and store supplies within a limited range
· Requires normal physical effort; with a mixture of sitting, walking and carrying minor loads. 
· Work is normally carried out in an office environment
· The post holder will have no supervision responsibilities of other staff
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