                                                                                                 
	
JOB DESCRIPTION: 

Office Manager Combs Ford Primary School
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	GRADE: 4 (point 12 to point 15)

	RESPONSIBLE TO:   Headteacher



	JOB PURPOSE:
One of the first points of contact for all visitors to the school and will ensure they are given a warm and professional welcome.  They will ensure the safeguarding procedures are in place before any visitor enters the site and complete any other administrative tasks as delegated by the Headteacher. 
As office manager, will oversee the responsibilities of the school office are being performed correctly modelling high expectations. Main responsibilities include maintaining the school’s single central record (SCR), processing and overseeing human resources (HR) in the school and dealing directly with contractors and school works being completed.



	[bookmark: _Hlk94112986]RECEPTION RESPONSIBILITIES

	· To be one of the first points of contact for parents/carers, contractors, and other visitors, attending to their queries and requests efficiently and courteously either by telephone or face to face.
· To maintain the reception area of the school.



	GENERAL ADMINISTRITIVE DUTIES 

	· To ensure the data added to Arbor is accurate and updated timely

	· Check off orders as they arrive in school

	· Provide general cover for other office members and contribute to other admin routines as required to benefit the shared workload of the office team

	· Process claims for petty cash and mileage by staff

	· Liaise with FSM (new starters/additions to the list)

	· Update and maintain the school’s website and school calendar

	· Organise parents evening being set-up and added to Arbor 

	· Adhere to school policies and procedures, including those related to confidentiality, child protection, health and safety and date protection.

	· To prepare reports and documents for the Governing Body and CET as required

	· To assist the Headteacher with the regular updates to policies and procedures across the school



	HUMAN RESOURCES 

	· To place recruitment adverts for the school, including coordinating the interview schedule alongside senior leaders, communicating with prospective employees  

	· Liaise with the Trust HR lead to set up new contracts for staff

	· Process new starter DBS checks, pre-placement Healthcare Checks, references and additions to Arbor and Access, including renewing DBS checks as directed.

	· Manage contract changes with HR/Access, as well as staff leavers

	· Maintain staff contracts- which involves the set-up, amendments, monitoring and recording of contracts

	· Update and maintain the school’s Single Central Record, ensuring it is up to date and compliant. Ensure this is ready for regular checks.

	· Deal with salary reconciliation, additional hours pay claims 

	· Record and monitor staff absence on Access and update the absence spreadsheet

	· Write medical risk assessments for staff

	· Keep a record of staff training

	· Process incident reports

	· Maintain HR Personnel files

	· Check monthly payroll reports and communicate anomalies urgently to the Trust Central Team

	TRIPS/SPECIAL EVENTS

	· Oversee the reconciliation of school trips, which can also involve chasing families for non-payment

	· Co-ordinate special events such as new prospective families open days, including creating flyers if required



	PROPERTY

	· To liaise with the CET premises staff

	· To line manage the school’s premises staff

	· Report call outs or repairs as and when required following the Trust procedure

	· Book annual checks in line with Trust expectations e.g. fire extinguishing testing

	· Manage contracts with suppliers

	· To co-ordinate and manage inventory, iAM Compliant and Asset Management

	· Manage any lettings by the school including checking safeguarding requirements 



	ADMISSIONS

	· Liaise with Suffolk County Council Admissions and oversee the Arbor year roll over



	FINANCE

	· To ensure the office are following the finance procedures as outlined by the Trust and Headteacher



	OTHERS

	· To be a qualified First Aid at Work First Aider within the school

	· To print off school reports

	· Process the school Census



This list is non-exhaustive, and other relevant information or items may existThese duties may be varied at the reasonable discretion of the Headteacher, and post holders may be expected to undertake other duties of a similar level/nature which are considered appropriate to the level of the post.

Combs Ford Primary School is committed to safeguarding and promoting the welfare of the children and applicants must be willing to undergo child protection screening, including checks with past employers and the Disclosure and Barring Service.
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