 Job description

	Job title: School Office Manager / Senior Administrator – Level 4
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	1 Job purpose

The post holder will organise and supervise administrative systems within the school, including financial support to senior management team and the governing body.  Contribute to the planning, development and monitoring of support services and/or management of support staff, including delegation of relevant activities.   

The post holder will be required to use the Council’s standard computer hardware and software packages where appropriate. 



	

	2 Principal duties and responsibilities

	Specific responsibilities include: 

Finance

1. Operating the school’s financial systems.

2. Manage, maintain and monitor the school’s budgetary allocation and provide financial information and alternatives, in liaison with the Head and members of the management team and governors. 

3. Work in liaison with governors, Head or other members of the SMT in the setting and apportionment of the annual budget for the coming year.  

4. Assist SMT in ensuring accurate budgetary expenditure throughout the year.  

5. Manage effective administration of all financial procedures, e.g. processing of orders/invoices, collation/processing of all school monies.  This also includes responsibility for maintaining the computerised financial system, ensuring that financial deadlines are met and the reconciliation and the detection and correction of errors.    

6. Ensure effective administration of complex procedures/forms/returns, including those required by the LA, and other outside agencies.

7. Ensure selection and management of resources, including management of a small budget and regular audit of resources.

8. Responsibility for School Inventory, including cataloguing, preparing, issuing and maintaining equipment. 

School Administration  

9. Responsibility for ensuring that a reception / switchboard service is in operation and 

      dealing with complex reception matters.

10.  Operate and maintain relevant equipment and complex ICT packages, including complete backup and virus check software.

11.  Oversee the collation and maintenance of the pupil/school details both manual and computerised, including responsibility for analysis and evaluation of data/information and production of reports as requested.

12.  Ensure the provision of personal/clerical/administrative and organisational support to other staff and to the governing body, including the provision of advisory guidance/response on complex matters.

13.  Responsibility for the administration and liaison with staff for organising school visits, camps and extra curricular activities.

14.  Ensure the effective completion of LA returns and reconciliation of queries.

15.  Responsibility for the administration and liaison for school visits.

Personnel Administration

16. Managing clerical/administrative staff.
17. Managing support staff as appropriate to this role.

18. Assist in the recruitment process of appropriate support staff and manage the associated employment procedures.

19. Effective maintenance of staff records, including staff absence and related insurance schemes, and staff returns to LA.
20. Administration and management of supply cover for absent staff arrangements.

General

21. Support senior staff in undertaking research and obtaining information to inform school decisions.

22. Undertake administration of work experience procedures.

23. Liaison with school health service/pupils/staff/parents in relation to pupil welfare.


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:
Full management responsibility for 1- 6 members of staff

	6 This post is subject to an enhanced DBS check

	

	7 Post holder’s immediate supervisor: Head of school
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	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge
	Understanding of effective management and operation of administrative systems.
Financial systems and procedures to control and monitor a budget.
Working knowledge of relevant financial regulations and associated legislation.
Awareness of the Data Protection Act.
Awareness of Health & Safety procedures

Understanding of Child Protection issues and procedures.

	
	
	
	
	

	Skills/Abilities
	Ability to communicate effectively on a variety of levels using a variety of methods.
Ability to work constructively as part of a multi-disciplinary team and understand your role within the school community.
Be able to demonstrate ability to effectively manage and/or monitor a budget.
High level of numeracy and literacy skills.
Ability to manage and supervise staff effectively.
Ability to carry out effective research.
Very good standard of ICT skills, including use of Microsoft Word, Excel and the setting up of simple databases.
Ability to relate well to a range of people including Senior Management Teams, Governors, parents and children.
	
	
	
	
	

	Experience
	Significant experience of developing and managing the operation of complex administrative procedures.
Experience of setting up, maintaining and operating specialist ICT packages including databases and financial systems.
Experience of writing basic and more complex reports both statistical and factual.
Experience of managing resources including ordering, receipting, auditing, cataloguing and coordination of maintenance of equipment.
Experience of managing staff including recruitment and performance management issues.
	
	
	
	
	

	Work to promote mutual respect and good relations
	Awareness, understanding and commitment to the pursuit of equality of opportunity in terms of service delivery and employment practice

Awareness of the needs of schools in a multi-cultural environment.
Commitment to the Council’s equal opportunity policies.
	
	
	
	
	

	Work Related Circumstances


	Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality, and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure equal opportunities for all.

Contribute to the overall ethos/work/aims of the school.

Establish constructive relationships and communicate with other agencies/professionals

Appreciate and support the role of other professionals.

Attend and participate in relevant meetings as appropriate.

Participate in training and other learning activities and performance development as required.

Willingness to comply with the City Council’s no smoking policy.
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