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	Office Manager

	Grade 4 (pay range 15-19)

	Job Description	

	Overview
All duties will be carried out within recognised procedures or guidelines. The post holder  will need to have a good knowledge of a range of organisation policies and procedures. 
May include ad hoc duties, which require initiative. 
The post holder may cover a range of tasks, which are relatively complex where good  levels of literacy and numeracy skills are required. 
The postholder will be expected to maintain discretion and confidentiality at all times
The post holder would be expected to solve varied problems or develop solutions. There will be some need to use analytical, judgemental, creative and developmental skills. The post holder would be expected to plan over the short term (up to several weeks). Exchanges varied information, orally or in writing, possibly with a range of audiences. Demonstrate sensitivity and tact in contentious situations. 
Postholder will manage their own workload and probably oversee the work of others. Manager is available for direction and guidance on unusual or difficult problems.
Each school is organised differently, and the range of duties carried out at this level will be  different in each school. Some jobs may carry out a diverse range of duties whilst others  may be engaged on a narrower range of tasks. 


	Duties
Examples of the role and responsibility of a similar level may be undertaken and are
not excluded simply because they are not itemised.

Staff Supervision 
· Supervisory responsibility for a number of administrative/premises/MDSA staff who  may be based throughout the school to include management of the school office:
· co-ordinating the recruitment, retention and selection process; 
· identifying and organising training for staff; 
· prioritising workloads and staff well being. 

School Administration 
· Dealing with a wide range of enquiries and communicating with stakeholders
· Identifying and setting up appropriate systems and procedures within the office.
· Maintaining the school diary, updating with cover arrangements, making appointments, arranging and preparing for meetings etc. 
· Attending meetings, as required and record keeping. 
· Supporting the Headteacher and school leadership team with communications, letters and general enquiries 
· Supporting the school office with communications and parent/carer liaison, referring on to more senior staff as appropriate. 
· Generating, responding to and producing correspondence. 
· Maintaining the school personnel files 
· Responsible for accurate recording of staff information using both manual and    computerised records including sickness and planned absence and ASSET returns
· Assisting the Headteacher and leadership team in the management of staff absence and long term absence cases
· Responsible for managing and uploading the school Workforce Census 
· Maintaining the school Single Central Record
· Taking responsibility for the administration of statutory test and examination arrangements

Financial Responsibilities 
· Oversee monies/invoices received are processed and banked, and receipts are issued as appropriate. 
· Ensuring that all processes are managed to ensure that deadlines are met for the  completion and return of all finance information for the Trust Central team as appropriate. 
· Supporting audit enquiries 
· Supporting the Headteacher to meet deadlines for their responsibility for monthly  payroll

Premises Responsibilities 
· Oversee and manage any premises needs in school including arranging repairs
· Liaise with central staff to ensure all PPM is managed appropriately 

The duties listed above are examples of duties at this level and other duties or a similar level/nature may be undertaken by individuals and are not excluded simply because they are not itemised.





	Criteria
	Person Profile
	Essential
	Desirable

	Technical or specialist
	Relevant qualification such as NVQ3, Certificate in School Business Manager or an equivalent level of knowledge
	✔
	

	
	Experience of supervising staff
	✔
	

	
	RSA, Word processing or equivalent IT skills.  There is considerable demand for keyboard skills in inputting accurate information into school admin/finance systems
	✔
	

	
	Demonstrable experience in successfully carrying out a range of administrative/ financial procedures.
	✔
	

	Literacy and numeracy
	Literacy and numeracy are needed for maintaining pupil, staff and administrative/finance staff records.
	✔
	

	
	The post holder produces a range of correspondence on behalf of the Headteacher or other senior staff.
	✔
	

	
	Ability to collect monies and maintain accounts for schools activities e.g. dinner and trip money
	✔
	

	General knowledge
	Good understanding of school structure.
	
	✔

	
	Knowledge of personnel policies and procedures, e.g. recruitment and selection
	
	✔

	
	Knowledge of health and safety regulations and responsibilities

	
	✔

	
	Knowledge of school’s financial procedures e.g. setting up, reconciliation.

	
	✔

	
	Knowledge of school’s computerised systems, may include specialised software, e.g. Orovia, Arbor etc. 
	
	✔

	
	Ability to use general office equipment
	✔
	

	
	Broad understanding of Governors and their role.

Broad understanding of Government initiatives and their impact on school
	
	✔

	Interpersonal & Communications skills
	Collate information on pupil or staff records, this could include statistical information

Prepare financial information for manager/ASSET Central team and auditors.
	✔
	

	
	Identify variations from accepted patterns or missing documentation or other unusual aspects and refer them to line manager, e.g. incomplete accident record
	✔
	

	
	Establish work programmes for administrative/finance staff
	✔
	

	
	Influencing skills needed e.g. in work allocation and resolving staffing issues
	✔
	

	
	Ensure routine and non-routine correspondence is produced on time.

Assist in the preparation for schools activities e.g. sports day

Ensure work allocated to the team meets deadlines
	✔
	

	
	Make and receive telephone calls, answer queries as required.

Maintain a range of records, e.g. pupil exam results, first aid, etc, some of which may be confidential reports.

Produce documents for, or on behalf, of the Headteacher or other senior staff.
	✔
	

	
	Maintain discretion and confidentiality at all times
	✔
	

	
	Undertake induction training for new administrative/finance staff

May provide informal training to staff, e.g. presentation of financial information
	✔
	

	Level of autonomy
	The post holder will be expected to make day-to-day decisions about their own workload and the workload of other administrative/finance staff.

Includes semi-routine tasks requiring some personal initiative.

Work covered by guidelines and procedures over a range of tasks
	✔
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