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Job Description – Office Manager

	Job Title:
	Office Manager

	
	School Name:
	Victory Primary School

	Grade and Range:


Contract 

	Grade 6 – scp 9-19


Fixed term – 1 year with possible annual renewal 
	
	Hours:

	[bookmark: _GoBack]Mon – Thurs ( 8.30 – 4.45)
Fri ( 8.30 – 4.30) 


	
	
	
	Working Pattern:
	Term Time Only

	Reports to:

	Headteacher and Deputy Head Teacher

	
	Supervises:
	Small team of non-classroom support staff

	
	
	
	
	

	Purpose and context:
	To be responsible for the provision of an efficient administrative and clerical support function for the school. 
1. To be responsible for the smooth running of the school office. 
2. To assist with maintaining the school's financial systems and accounts. 
3. To maintain the various school computerised and paper databases of pupil and staff information. 
4. To line manage the Administrator, Premises Officer and kitchen Assistant Manager. 
5. To complete delegated tasks from the HT/DHT
 



	Main duties and responsibilities are indicated here. Other duties of an appropriate level and nature will also be required. 

Duties and responsibilities 

Organisation
1. Ensure the smooth and effective running of the school office and all administrative and communicative systems
2. Assist in the organisation of school trips in cooperation with other staff. 
3. Assist with organising parents’ evenings and other meetings and events, including the organisation of rooms and equipment, and providing refreshments as required
4. Ensure that all staff create a professional and welcoming reception for all visitors and parents and all visitor checks and health and safety processes are in place to monitor entry in and out of the school
5. Delegation of work to office staff as and when necessary 
6. Liaison with senior school staff relating to work to be undertaken by the office 

Leadership
1. Line manage the Office Administrator, kitchen Assistant Manager and Premises Officer, including reviewing staff performance and contributing to their appraisals 
2. Train and develop administrative staff as appropriate
3. Ensure office staff at all times present a positive image of the school to all staff, parents and visitors, both internally and externally
4. Develop an office, kitchen and premises team that delivers and meets the needs of the school
5. Make all decisions in line with our school’s policy, procedures, vision and values, and encourage others to do the same

Administration
1. Manage manual and computerised record/information systems
2. Analyse and evaluate data/information and produce reports/information/data as required
3. Provide personal, administrative and organisational support to other staff and the governing board
4. Oversee and organise the management of the pupil admissions procedure and maintain waiting lists
5. Carry out filing, printing and photocopying. Maintain the operation of the printer and photocopier to ensure it’s ready to use at all times, resolving any issues as necessary 
6. 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 
7. Manage and organise completed forms from parents/ carers
8. Organise and distribute incoming and outgoing post
9. Support the induction process for new staff and pupils 
10. Book training courses for staff, when required
11. Assist SLT with ensuring there is sufficient staff cover when staff absences occur  
12. Planning work schedules for your team and ensuring that they are aware of impending work projects, etc. 
13. Identifying training needs of your team and bringing them to the attention of the HT for discussion 
14. Maintaining sickness and holiday records of all staff 
15. Monitoring the induction of any new member of the office, kitchen or premises staff 
16. Create and maintain staff’s personnel files in accordance to LA expectations


Resource management
1. Order, monitor and manage stock, ensuring best value following the school’s purchasing processes
2. Oversee and operate relevant equipment and IT packages (e.g. the school’s MIS system)
3. Provide advice and guidance to staff, pupils and others on administration systems and events that take place in school
4. Assist with procurement and securing sponsorship/funding
5. Assist with marketing and promoting the school
6. Manage financial administration procedures and maintain appropriate records to satisfy audits
7. Assist with the monitoring of specific sections of the school budget
8. Manage office expenditure with an agreed budget
9. Manage service contracts
10. Assist the premises officer with the organisation of premises repairs 
11. Manage school licences and insurances
12. Maintaining an inventory of school assets and ensuring their security 
13. Have overall responsibility for the receipt, safekeeping and banking of all monies received. 
14. Ensure the office is kept tidy, organised and in good order at all times, making sure there are sufficient office resources available


Maintaining computerised databases of pupil and staff information, including: 
1. Inputting and updating of all appropriate pupil and staff information and producing reports when required 
2. Production of census 
3. Assisting with examination entries 


Human Resources and Payroll 
1. Assist SLT with the recruitment process including placing adverts, obtaining references for shortlisted candidates, confirming interview attendance,  managing communication with candidates and start up administration. 
2. Assist SLT with the administration of the human resources functions for all staff. These will include areas such as the administering of starters and leavers, contracts, maternity procedures, redundancy and dismissal, within the guidelines and policies determined by the Governors and LA. 
3. To liaise with the human resources provider regarding staffing issues as necessary. 

Compliance
1. Manage the administration of recruitment including advertising, collating documentation, medical clearance and DBS checks as required
2. Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
3. Be the school’s data protection officer, taking responsibility for monitoring data protection compliance and advising the school community on data protection issues

Child protection 
To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Southwark Safeguarding Children’s Board and the school’s safeguarding policy.

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.

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the school office manager will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher.

 

	General Statements
	· Required to carry out all reasonable duties and responsibilities of the post in accordance with the Councils’ policies and procedures and standing orders.
· Enactment of Health and Safety requirements and initiatives as appropriate
· All employees are required to declare any conflict of interest that may arise before or during their employment.
· Any outside activities, either paid or unpaid, must not in the view of the School conflict with or react detrimentally to the Authority’s interest, or in any way weaken public confidence in the conduct of the School’s business.
· Undergo and meet school conditions for a satisfactory enhanced DBS check.
· Must comply with all equality legislation, policies and procedures; actively promote ways of eradicating and challenging racism, prejudice and discrimination through the School’s policies and procedures.
· To have due regard for safeguarding and promoting the welfare of children and young people, and to follow the child protection procedures adopted by the Southwark Safeguarding Children Board.
· Ensuring work is line with the School's Green Commitment Policy goals.
· Being aware of responsibilities under the Data Protection act for the security, accuracy and relevance of information held and maintained.
· Treating all information acquired through your employment, both formally and informally, in strict confidence
· To demonstrate a commitment to good customer care.
· Any other duties of an appropriate level and nature will also be required. 


	To contribute as an effective and collaborative member of the School Team

	· Participating in training to be able to demonstrate competence. 
· Participating in first aid training as required. 
· Participating in the ongoing development, implementation and monitoring of the service plans. 
· Contributing in meetings and being a supportive member of the school team. 
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