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	Job title:
	School Operations Manager 


	Grade:
	3C 26 – 29 £30,451 – £32,910 – Pro rata 
(Actual Salary £28,180 - £30,378)

	Location of work:
	Moorside Community Primary School, Swinton, M27 0LN

	Section:
	School Administration Function

	Directly responsible to:
	Head Teacher

	Directly responsible for:
	School administrative leadership and management

	Hours of duty:
	36.25 hours term time only plus 4 weeks

	Primary purpose of the job:
	· To be responsible for all support service organisation and school administrative systems
· The line management of office staff 
· To provide Senior Leaders with a full and comprehensive administrative support service.


The school is committed to safeguarding and promoting the welfare of all its children and we expect all other stakeholders to share in this commitment. The post is subject to an enhanced DBS check. 
	Main duties and responsibilities/accountabilities


	· To be a member of the Senior Leadership Team offering financial and personnel support/advice as required

· To liaise with Senior Leaders to ensure the school is compliant and meets its statutory obligations 

· To attend financial meetings to provide information as required including annual budget statement, CFR return, financial summary, and statement of internal control. 
· To ensure that the school is compliant with The School Finance Regulations and the Local Authority financial framework 

· To be responsible for the Single Central Record and Safeguarding training for whole school. Ensure all visitors, supply staff, volunteers complete the necessary paperwork and have all safeguarding checks carried out in a timely manner

· To ensure all staff are inducted effectively and consistently
· To develop an effective and efficient office team that delivers and meets the needs of the school
· To line manage and organise all administrative staff, ensuring the smooth and effective running of the school office and all administrative and communicative systems

· To manage administrative staff performance and appraisal

· To ensure administrative staff are appropriately trained and maintain relevant CPD
· To liaise with key professionals within the school team as appropriate and communicate effectively 

· To ensure all staff create a professional and welcoming reception for all visitors and parents

· To ensure all visitor checks and health and safety processes are in place. To monitor entry in and out of the building

· To oversee all school records and relevant IT systems to ensure a smooth running of all school administration

· To oversee the school MIS system

· To ensure the school office is kept tidy, organised and in good order at all times

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

· To establish standardised administrative systems, processes and working practices across the school

· To be responsible for the maintenance of clear and effective filing of records and other systems and keep them updated in accordance with legal requirements; to use electronic office-based systems wherever possible and to minimise paper-based records
· To keep day-to-day practice current to ensure it is efficient and effective

· To promote the delivery of a standardised set of high quality secretarial, administrative customer service and time management skills across the office team

· To ensure that the school website is statutorily compliant and updated on a regular basis
· To assist with school events and the promotion of the school 
· To ensure efficient and timely communication of school events and activities to office staff and ensure office staff workloads are effectively managed, prioritised and monitored to meet relevant deadlines, and to report to the SLT when there are difficulties in achieving or managing this 

· To manage the administration of school admissions and ensure regular liaison with relevant school staff, disseminating relevant documentation and maintain regular correspondence with relevant staff, external authorities and persons

· To coordinate non-teaching staff holiday dates and ensure appropriate work coverage with the school office during school holiday times



	Administration:

	· To ensure the smooth running of the office, organise day to day activities and contribute to the planning and development of the administrative support for the school and its SLT

· Supporting preparations for major school events
· Completing monthly timesheets for staff and supply agency staff and submitting them to finance administrator
· Communications with staff, students, parents and other external stakeholders

· Administration supporting the functions of admissions and data management

· To provide the full range of secretarial skills and office skills to cover work generated by the school community


General Administration: 
	· To ensure all administration processes and systems for admissions and for school leavers are successfully completed

· To liaise with outside agencies and providers for records and information about pupils
· To ensure the accurate recording of attendance data and reasons for absence, including school registers and staff records. To run reports for the SLT as requested

· To ensure up to date records are kept for pupils attending any out-of-hours school activities, to ensure permission slips are received and to track parents for sickness and non-attendance

· To support the admissions process for potential parents to view the school and for pupils attending taster and transition days; to issue information to new families and ensure all details are gathered, signed and filed. 
· To ensure all inventories of equipment and stock are maintained, and that all statutory and statistical returns are completed as appropriate

· To organise parents’ evenings and ensure appropriate staff are available to oversee the smooth running of these community events

· To manage the admission of Nursery pupils to the school from organisation of classes, meetings and paperwork
· To oversee the administration of the transition of pupils into higher year groups

· To be proactive in establishing collaborative networks with other educational establishments


Personnel:
	· To manage the school’s recruitment process in accordance with safer recruitment practices
· To provide induction information for new staff 

· To monitor and regularly report on staff attendance and absences to the Head Teacher
· To support the wellbeing of staff, managing staff absences and identifying trigger points in accordance HR guidance
· To liaise with HR and Personnel to ensure the school Central Register is maintained and is checked regularly for up to date information.
· To complete and return the CENSUS forms when required (Oct, Jan and May), ensuring all details on SIMs is current
· To liaise with the Manager of Moorside Plus to ensure all legal documentation is compliant. (Health and safety, staffing contract, safeguarding policies)


Finance:

	· To ensure that effective and efficient systems are in place for the delivery of the financial management plan 

· To ensure that the Head Teacher is provided with the appropriate information to lead and manage the financial management plan effectively on behalf of the Governing Board and ensure that appropriate reports are available to the Governing Board to enable them to fulfil their statutory responsibilities   
· To manage the lease of both ICT/Minibuses and any other outside commodity

· Securing VFM

· To ensure the PTA accounts are audited annually


Premises and estate management:

	· To implement risk management and loss prevention strategies in the school to reduce insurance costs

· To coordinate the maintenance of the school site and buildings with the FM company

· To keep records of and to initiate regular fire and lock down practices in conjunction with the FM company. To ensure emergency procedures are current and timely

· To ensure all risk assessments and health and safety policies are updated when required and monitored annually; To ensure all relevant risk assessments and fire documents are displayed around the school consistently

· To organise training for staff in relation to First Aid, Health and Safety as required

· To ensure staff are aware of the procedures for recording accidents and identify reoccurring trends
· To monitor monthly accident reports, act where required and report any issues to the HT and compile a termly summary report to the GB
· To liaise with the facilities team regarding any on-site works, orders or visitors

· To liaise with FM team to ensure all health and safety regulations and checks are complete and up to date
· To carry out the role of the Fire Warden and ensure all records for evacuations are up to date and accessible

· To report any premises or health and safety issues to the appropriate persons
· To attend monthly KIT meetings and BSF meetings where appropriate

· To carry out monthly site walks with the Head Teacher (Cleaning/site checks etc) 

· To hold termly meetings with Pupil Governors to discuss catering and site-related issues

· To oversee lunch provision
· To liaise with FM company to complete ANCS, Health and Safety inspections, safety audits, ROSPA reports

· To liaise with FM, MHS and the LA to produce a calendar of shared events ensuring that an agreed calendar is in place annually
· To manage the maintenance schedule of the mini bus fleet, ensuring they are fit for purpose
· To ensure appropriate insurance documentation is always at hand

· To manage the staffing levels having the D1 or MIDAS trained
· To keep up to date the list of children with specific medical conditions/allergies and send it to all staff including any outside agencies who have regular contact with the pupils
· Develop clear processes so that all first aid equipment, batteries and pads are regularly checked and replaced


EVC

	· To manage the administration and correspondence for residential and non-residential school visits and curriculum related activities in liaison with the relevant school staff 
· To check all trips and visits assessments and process accordingly

· To attend regular update training for EVCs; To ensure staff receive the necessary training to complete forms on the Evolve site

· To organise all residential visits, transport, accommodation, venues and food including costings and staffing levels

· To organise information packs for all residentials, inclusive of all H&S forms, to be delivered to all parents

· To ensure all medication, relevant forms and information is prepared in readiness for the residentials
· To compile an annual report to the GB 


Other

	· In the absence of the Executive PA will act as clerk to the Governing Board
· To maintain confidentiality at all times
· To ensure whole school compliance with the DPA 2018 – holding the DPO to account
· To be aware of and comply with all school policies and procedures and to report any concerns immediately ensuring the health, safety and welfare of staff and students
· To carry out any other duties as required that fall under the expectation of the role and as required by
the Head Teacher/Chair of Governors
· To promote and safeguard the welfare of the children and young persons 
· To attend and participate in relevant meetings as requested

· To participate in training and other learning activities and performance development as required

	

	The postholder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy Policies.

	Review Arrangements:

	The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required, and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time.


Date job description revised:

November 2021
Prepared/revised by:


Mr S Lawler - Smith
