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Office Manager Job Description

Name:
Responsible To:	 Headteacher
Pay: Grade 3
Location: School Office


1. Job Purpose 
· To be responsible for the school office, the school financial and administrative systems and the management of office staff. 
· To provide the Headteacher with a full and comprehensive administrative support service to enable the school to deliver and sustain educational excellence.
· To maintain financial and administrative systems which will support and enable the school to deliver and sustain educational excellence. 
· To organise, manage and evaluate the work of other administrative staff


1. Job Role
· To provide the Headteacher with a full and comprehensive administrative support service to enable the school to deliver and sustain educational excellence.	
· Lead the school’s administrative support staff enabling effective office procedures which supports the work of the school.
· Help to promote the highest standards of business ethos within the administrative function of the school 
· Work with the Central MAT team as and when required  to ensure the most effective use of resources in support of learning objectives
· Ensure the effective use of resources	
· Attend governors’ or other Leadership team meetings as required.

2. Duties
2.1. Management
· Line manage administration support staff within the school office; including work allocation and monitoring, annual performance management processes and professional development. 

2.2. Administration and Communication
· Act as first point of contact for Headteacher/School staff, including telephone enquiries, receiving visitors, arranging hospitality and dealing with mail
· Maintain all filing systems (electronic and paper based)
· Generate routine correspondence, including letters for school trips and visits
· Arrange and manage booking of trips and visits
· Proactively communicate: 
· With the Headteacher regularly both formally via a weekly 1:1  and on an ad hoc basis as appropriate
· With school staff as appropriate -  encouraging staff to regularly check e-mails 			and staff calendars for important information, and to ensure staff are kept 				informed in a timely manner of any items relevant to the undertaking of 				their duties.
· With external providers as appropriate, to ensure any timetable changes have           	           been communicated with them in good time
· Maintain pupil records, record and monitor attendance, and contact families as appropriate
· Ensure the relevant pupil submissions are actioned; census, Child Missing in Education return, starters/leavers etc

2.3. Finance
· Undertake or oversee a range of finance duties for the Headteacher/school - working to the relevant guidance and adhering to strict deadlines
· Challenge and support the Headteacher with budget spending decisions in order to ensure that the school makes appropriate spending decisions:
· targeted at areas for improvement and ensuring
· value for money by comparing with quotes/prices
· comply with the Trusts financial rules 
· comply with policies and procedures of the MAT 
· Operate financial systems (PS Financials) including:
· record and monitor income and expenditure against budget headings
· produce reports for Headteacher/senior managers as required 
· Receive and process income/invoices, including processing & banking of cheques and issue of receipts
· Processing travel/expense claims
· Resource Ordering 

2.4. HR
· Organisation of the administrative aspects of all of the employee lifecycle process for school staff, including (but not exclusive to) recruitment, performance related pay awards, Statutory leave, leavers, as well as the maintenance of the SCR
· Process the monthly submission of additional hours for all relevant school staff
· Record staff absence
· Contact absent staff on a regular basis, if directed by the Headteacher
· Maintain the school’s personnel files
· Maintain staff records, including travel/expense claims
· [bookmark: _gjdgxs]Manage HR processes for the school
· Maintain personnel files and Single Central Record (SCR)

2.5. Premises
· Undertake administration for school lettings including liaison with related staff
· Organise repairs, checks and projects in consultation with the Headteacher
· Assist the Trusts Health & Safety Competent person in their annual audit, and undertake any resulting actions
· Carry out required roles in terms of asbestos management and statutory checks
· Be responsible for the school’s inventory and ensure this is audited annual with the relevant member of the schools SGC

The duties listed above are examples of duties at this level and other duties of a similar level/nature may be undertaken by individuals and are not excluded simply because they are not itemised.
4.  General
· Actively contribute to and promote the overall ethos / work aims of the School and the wider MAT
· Participate in training and other learning activities and performance development as 		required.
· Maintain consistent high standards of professional conduct, tact and diplomacy at all 		times in dealings with parents / staff colleagues and all visitors to the school.
· Maintain absolute confidentiality and exercise discretion with regard to staff / pupil 		information and the school’s business at all times.
· Remain calm and responsible when dealing with sick / unwell pupils and their families, 		and take the necessary steps to ensure pupil safety and wellbeing
· Act as an ambassador for the school within the local community and beyond, ensuring 		that the ethos of the school is promoted and supported at all times.
· Undertake any other reasonable tasks and responsibilities as requested by the Headteacher, senior school staff, and the Central MAT team, which fall within the scope of the post.
· Be an ambassador for the Tilian Partnership

5. Safeguarding
· The school is committed to safeguarding and promoting the welfare of children and young persons at all times.  The Teacher will be responsible for promoting and safeguarding the welfare of all children in [insert school], or with whom he/she comes into contact, in accordance with the schools’ Safeguarding policies. 
· The post holder is required to obtain a satisfactory Enhanced Disclosure from the Disclosure and Barring Service (DBS). 
· The postholder is required to have read and understood Keeping Children Safe in Education Part 1

6. Data Protection (GDPR)
The postholder must comply with the Data Protection Act 1998 and the General Data Protection regulations 2016. In order to do this the postholder agrees to:
· Read, understand and follow the school policies regarding data protection
· Ensure all personal information (staff, pupil or parent) held by the postholder is:
· Required for the role (if it is not it must not be held)
· Used for authorised purposes
· When the information is no longer required, deleting (if in electronic form), shredding (if in paper form) or passing on to an appropriate agency (e.g. a new school) as agreed by the policies
· Stored confidentially by ensuring 
· if the document is in paper form that the number of copies is known, only provided to those individuals authorised to see the information, and destroyed when no longer used
· If the document is in electronic form and stored on a computer that this information can only be accessed by authorised personnel by using password protected login and/or the document is password protected. These passwords must remain confidential to authorised personnel only
· If the document is in electronic form and stored on a memory stick (or other portable storage device) that the memory device is encrypted and/or the document is password protected. These passwords must remain confidential to authorised personnel only
· Ensure that data information which the postholder is not authorised to view will not be accessed or attempt to be accessed
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