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Cromwell High School

Office Supervisor 



Cromwell High School 
Office Supervisor
Job Description & Person Specification
                                                                                             
	Job Description:


	Office Supervisor

	Responsible to: 
	Headteacher



	Responsible for:
	Reception staff 



	Line Manager:
	School Business Manager


	Salary: 


	Grade 5 (SCP 18-23) TTO
£31, 537 - £34, 434 - FTE


	Conditions of Employment:
	The appointment is subject to enhanced DBS/Police and medical clearance, as well as references;

The appointment is term time only. 


	Purpose of Post:


	To ensure a welcoming environment to all visitors to the school, including pupils, parents/carers, contractors and members of the public. 

To provide an efficient support service to the Headteacher and the Senior Leadership Team to ensure the smooth running of the school. 


	Key Responsibilities:


	Core PA to SLT Responsibilities (strategic support)
· Diary and meeting management
· Coordinate SLT calendars, avoiding clashes with EHCP reviews, safeguarding meetings, and external professionals
· Schedule annual reviews, governor meetings, and multi-agency meetings

· Minute-taking and follow-ups
· Record meetings as required, for example safeguarding
· Track actions and ensure deadlines are met
· Secretary to Team Cromwell (PTA)
· Confidential correspondence
· Draft letters/emails to parents, local authorities, and external agencies
· Handle highly sensitive pupil and staff information appropriately maintaining confidentiality
· Managing the holiday request process for pupils 
· Project support
· Assist with Ofsted preparation, school improvement plans, and policy updates
· Play a key role in the organisation and preparation for school events e.g. conferences, open evenings, parent’s evenings, meetings both internal and external to school, including appropriate record keeping
· Track progress on key SLT priorities

· Oversee school calendar and meeting of deadlines
· Effectively manage hospitality arrangements for meetings, visitors etc.
Safeguarding and Compliance Support

· Oversight of Single Central Record (SCR) and staff compliance files including visitors to school alongside SBM to quality assure the SCR
· Support the Designated Safeguarding Lead (DSL) with:

· Logging concerns (e.g. on CPOMS or similar systems)

· Coordinating safeguarding meetings

· Ensure training records (safeguarding, first aid, etc.) are up to date

· Manage DBS checks and safer recruitment admin
Pupil and SEND Administration
· Coordinate EHCP (Education, Health and Care Plan) review process
· Schedule meetings with parents, therapists, and local authority reps ensuring the annual review process is carried out efficiently and effectively in liaison with relevant professionals
· Collate reports from staff and professionals

· Maintain pupil records, ensuring compliance with data protection

· Liaise with Health professionals:

· Speech & language therapists, Occupational therapists, Educational psychologists

HR and Staffing Support
· Oversee the recruitment process i.e.  inviting candidates for interview, requesting references etc through My New Term and onboarding processes
· Manage the school absence line and communicate with SLT as required 

· Maintain staff absence records (using Arbor and iTrent) and coordinate supply staff

· Monitoring of staff absence, make wellbeing calls and arranging wellbeing meetings as required drafting outcome letters and liaising with HR for legalities 
· Track performance management cycles
· Maintain records of staff training on ARBOR
Front Office and Communication

· Act as the first point of contact for parents and visitors ensuring a professional, friendly and efficient first point of contact for all visitors to the school
· Handle sensitive parent queries with professionalism

· Manage school communications:

· Newsletters

· Website updates

· Letters home

· Ensure consistency and efficiency in the Admin Team’s workflow including cover for absence and/or busy periods
· Overseeing the effective management of the school’s email account 
Facilities and Health & Safety
· Undertaking the role of Fire Marshall
General Responsibilities
· Being an ambassador for the Trust/school and providing a positive experience for all 

· Undertaking any other reasonable duties commensurate with the grade and level of responsibility of the post

	Contacts:



	Will include: colleagues working within the school, pupils, parents, relatives, carers, Educational Psychologists and other education or health care professionals, Governors, external agencies



	Person Specification

	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	English and maths at GCSE grade A-C or equivalent qualification
Working at or willing to work towards a Level 3 qualification in Business Administration or equivalent

	To be willing to undertake appointed person certificate in first aid
Experience or training in school MIS systems eg Arbor
Courses related to working in education environments eg school administration certificates
Safeguarding or Child Protection training
	AF / I

AF / I
AF / I
AF / I
AF / I

	Experience, Knowledge, Skills and Abilities 

	Experience of overseeing the work of others and delegating as appropriate

Experience in admin/PA/Office Management role
Experience supporting Senior Leaders

Experience co-ordinating complex meetings eg multi-agency
Experience of building and maintaining effective professional relationships with pupils, colleagues, parents and visitors
Understanding of the importance of safeguarding/child protection and confidentiality
Knowledge of statutory requirements in an educational setting i.e. EHCP (Educational, Health and Care Plan) process, OFSTED requirements etc. 

Knowledge and understanding of data protection and GDPR and the importance of maintaining confidential information 

Understanding of equal opportunities and inclusion, and how they apply in a school setting
Excellent interpersonal skills to build and maintain successful relationships with parents, pupils, other agencies and the community

Ability to lead and oversee the work of a team 

Ability to work under own initiative and acknowledge when to seek help and advice 
Excellent organisational and prioritisation skills with the ability to work under pressure with potentially conflicting deadlines

Ability to demonstrate and promote the positive value, attitudes and behaviour expected from all children and adults within the school community 

High level of IT skills, ability to use a range of computer packages and databases i.e. Microsoft packages, Arbor, CPOMS etc 
Attention to detail and accuracy

Strong written communication skills including minute taking
Able to follow instructions and work within policies and procedures without direct supervision
	Previous experience of working in a similar role, ideally in a similar educational setting/SEND environment
Knowledge of EHCP Review processes/SEND systems

Understanding of school compliance – Single Central Record (SCR), Safer Recruitment etc.

Ability to manage and improve systems and processes
	AF / I

AF/I

AF/I
AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I
AF/I

AF/I

AF/I


	Work Circumstances


	To work flexibly as the workload and needs of the pupil’s demand

To travel and work at other locations/schools as may be required

Occasional out of hours working to support school events (e.g. school fairs)
	
	I

I

I


Abbreviations: AF = Application Form; I = Interview.

NB - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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