	
	
	[image: ]




JOB DESCRIPTION
Job Title:	Office Manager
Reports to:	Principal


Purpose of Post:

Provide support to the Principal for the maintenance and delivery of an effective administrative service to the school, ensuring compliance with statutory and other regulatory protocols.

Main Duties and Responsibilities
· Responsible for the integrity, processing, storage, retrieval and manipulation of the school’s management information system (student and personnel data).
· Procure goods and services for both curriculum and non-curriculum activities
· Perform receptionist and secretarial duties.
· Check all visitors’ ID and credentials with safeguarding in mind
· The provision of statistical information, for example student data
· Produce termly Trustees’ Report
· Keep website updated
· To provide some Personal Assistant duties for the Principal
· Any other ad-hoc duties.

Human Resources
· Deal with teacher/support staff queries re: contracts and pay
· Liaise with HR Manager with any HR issues
· Designated DBS Officer for the school
· Keep staff personnel files up to date
· Check staff expenses and claims on a monthly basis for sign off by the Principal.  Process claims/expenses on eforms
· Process staff absences, log on MIS then process on eforms.
· Process staff contract changes, additions or alterations on e-forms.  Issue contracts.

Recruitment
· Place adverts in the appropriate places for vacant positions
· Deal with candidate enquiries and send out application forms
· Complete necessary admin forms to ensure correct and fair procedures are followed with safeguarding in mind
· Arrange interviews for successful candidates ensuring proper safeguarding procedures are followed 
· Add to Single Central Record and MIS.  
· Ensure all procedures have been followed for recruitment and induction
· Liaise with Payroll.  Process contract of employment
· Ensure GDPR is strictly adhered to.



Students
· Liaising with various stakeholder groups such as outside agencies, other education institutions and parents/carers and immunisation nurses.
· Liaise closely with SENCO and Outreach Liaison for visits to students’ home
· Arrange induction meetings
· Responsible for student registration and the safe keeping of student possessions
· Follow up daily students’ attendance. Liaise with commissioning schools and Behaviour and Attendance Lead.  Report missing from education students on CPOMS

Facilities
· Ensure all maintenance is up to date and services have been carried out i.e. boiler, alarm system, fire alarm.
· Deal with day-to-day maintenance issues together with the Health and Safety Manager
· Responsible for the school’s security systems including keeping up to date the list of keyholders

Finances
· Responsible for school credit card. Ensure it is kept safe and all expenditure is approved by the Principal and purchase order forms completed and signed off.
· Liaise with the finance team at the Trust on all financial matters.
· Responsible for petty cash and reconciliation.

Department for Education
· Produce the statutory census collection for the academy.  There is currently a requirement to produce the census on 4 occasions per year.
· As well as census, be familiar with Teacher Services, Document and Exchange and School to School Services on the DfE website to carry out administrative tasks 
· Main office contact for any services during any kind of inspection and to work closely with the Principal.

Safeguarding
· Be aware of the responsibility for safeguarding children and to help in the application of the Child Protection/Safeguarding Policy within the school
· Comply with the school’s Safeguarding Policy to ensure the welfare of students.

The duties and responsiblities in this job description are not restrictive and you may be required to undertake any other duties that may be required from time to time.



Signed postholder ………………………………..
Date ………………………………………………..
Signed Principal ………………………………….
Date…………………………………………………


PERSON SPECIFICATION
Office Manager
	Criteria
	Essential
	Desirable

	Qualifications & experience
	· high standards of literacy and numeracy
· proficiency in word processing, excel & database
· experience of planning/recording and general administration
· ability to manage cash and reconcile 
	· experience of operating a small switchboard
· experience of working in a school or special needs setting
· experience of working as part of a team
· experience of a school-based management information system
· experience of dealing with cash payments

	Knowledge & Skills
	· excellent communication skills
· accurate and methodical working
· ability to manage conflicting priorities in a busy setting and remain calm under pressure
· the ability to maintain confidentiality, and deal discreetly with sensitive or challenging situations
· the ability to respond and relate well to pupils and colleagues
· the ability to build and form good relationships with colleagues and students
· familiarity with GDPR/Data Protection Act
	· an interest in the work of the school and its pupils
· the ability to understand and contribute positively to an organisation
· willingness to work flexibly and cooperatively, with a whole school approach

	Personal qualities
	· a positive and helpful personality
· highly motivated
· well organised
· enthusiastic
· friendly
· approachable
· reliable
· ability to adapt to a changing environment
· ability to work flexibly
· commitment to safeguarding and promoting the welfare of children
· willingness to undertake training
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