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Job Description for School’s Office Manager

Job Purpose
To ensure the efficient and effective operation of the school office, providing high-quality administrative support to the Principal and wider staff team.

To liaise professionally with internal and external stakeholders including parents, professional associations, and the local community while upholding the high standards of the organisation.

To oversee, in collaboration with the Principal and Academy’s Facilities Manager, the management, maintenance, and development of the school site and buildings.

To act as a line manager for non-curriculum support staff (Admin and SSO), undertaking regular performance management, including appraisals and reviews.

To liaise in a timely and professional manner with centralised teams, the Local Authority, and the Diocese as appropriate.

Administration 

· Provide full administrative support across the school and lead the administration team, ensuring staff are effectively directed, trained, and appraised in line with Academy policies.
· To liaise, with other school staff and all stakeholders particularly parents, professional associations MAC members and the local community, in a highly professional manner and representing the high standards of the organisation. 
· Provide a full support service to the Principal, incorporating the filtering of telephone calls, maintenance of diaries, appointments, internal and external post, processing of enquiries and confidential matters.
· Complete procedures for coordination of differing demands and uses of school site and facilities including promoting school facilities and costing of lettings. 
· Update general office procedures to reflect current practice and embrace new technologies. 
· Work collaboratively with centralised teams Finance/HR with tasks as and when required in a timely manner.
· Review and audit management systems within school office and provide feedback to the Principal as required. 
· Manage, maintain and update manual and computerised records and filing systems relating to pupils and other school matters, giving guidance to other users.  Ensure back up of data.
· Produce up-to-date and detailed reports for teachers, subject leaders and Senior Leadership Team.
· Take responsibility for inputting end of key stage data, targets etc and making sure they are correctly sent to either the LA or DfE. Ensure accurate transfer of data for all statutory returns.

· Ensure all statutory and statistical returns are completed as appropriate. (e.g. Census)
· Create a clear and concise whole school contextual summary on a termly basis, with national and city averages for comparison.
· Compile termly pupil data reports for the Principal and members of SLT. 
· Create clear and concise forms, graphs and charts for the Principal and SLT to assist in progress monitoring and target setting.
· Co-ordinate all Educational Visits, ensuring appropriate risk assessments, insurance and documentation is completed and recorded on Evolve.
· Manage all aspects of Admissions into school, Appeals and Exclusions in liaison with Principal.
· To be the named Data Protection Officer, ensuring school is compliant with Academy’s procedures and policy and GDPR
· To manage website content & social media and ensure the website is update regularly.

HR and Safeguarding

· Co-ordinate and manage the employee life cycle including induction process for new staff and all exit administration.
· Oversee all DBS checks and take responsibility for the ‘Single Central Record’. 
· To record and report on all people matters and provide data to central hub in a timely manner when requested
· Together with the Principal provide leadership and guidance for non-curriculum support staff (admin and SSO) including direct line management responsibility of administrative/clerical staff and non-curriculum support staff.
· Assist on HR administration matters, including advertising, recruitment, interviewing and induction procedures in collaboration with the Principal.
· Disseminate advice provided by HR to school staff when necessary. Refer any queries on HR matters to central hub. 
· Responsibility for the maintenance of confidential staff records in accordance with GDPR
· Liaise with Centralised Team and school staff on completion of monthly salary download.
· Ensure that sickness notification, self-certification and absence recording procedures are correctly applied for all employees throughout the school.  Monitor sickness and absence levels, taking appropriate action as necessary.







Finance

· Analyse and review budgetary information and hold an overview of resources in school. Provide feedback to Principal, centralised team and LGBs as required.
· Control and co-ordinate budget spending with departments.
· Ensure financial protocols are followed and inform budget planning.
· Place orders on the academy’s finance system. 
· Reconcile the School fund and monies banked. 
· Act as one of the joint signatories for cheque authorisation.
· Process overtime for staff where applicable. 
· Work with the centralised team on any Finance issues, as required.
· Support the Principal in preparation for setting the budget by holding an overview of what has been purchased, premises work that needs to be carried out across the school.
· Oversee and manage collection, recording and banking of all extracurricular activities, such as school schemes/trips, etc. and outside agencies as relevant.
· To identify potential funding opportunities, collate and prepare high quality information to support bid writing.

Premises & Health & Safety
· Project manage any building works liaising with the Facilities Manager, Site Services Officer and the contractors.
· In liaison with Facilities Manager, manage and commission all aspects of schools building maintenance, ensuring repairs are carried out efficiently and cost effectively.
· Liaise regularly with the Health & Safety Consultant ensuring any H & S inspections and action plans are carried out within the required timescales.
· In liaison with the Academy, Diocese and Dfe appraise projects in order to provide strategic and long term vision for the development of the school buildings and grounds.  
· Working with the Principal, submit bids for the School Condition Allowance to the MAC and liaise with centralised team and contractors as appropriate. 
· Collate information and prepare premises reports for Principal and Local Academy Committee.
· Deal with all external agencies, delivering services to the school, arrange estimates for work and to deal with all aspects of tendering in liaison with Academy’s Facilities Manager.
· Monitor the work of contractors and ensure Academy’s Health and Safety procedures are followed.

Projects
· To assist with (on occasion lead) projects within the school, under instruction from the Principal.
Signed 


Dated 



































PERSON SPECIFICATION


The person specification below lists, within the right hand columns, how your ability to meet the criteria necessary for the successful completion of this role will be assessed. 

	Selection Criteria[endnoteRef:2] [2: 
] 

A= Application Form  I = Interview  T = Test/Personality Profile
	Essential or Desirable
	Method of Candidate Assessment
A, I or T

	Experience and Knowledge

	1.	Excellent written and verbal communication skills, including the ability to tailor communication to a range of high level audiences using a variety of mediums and to draft correspondence
	Essential
	A, I

	2.	Relevant experience of working in a primary school setting
	Desirable
	A, I

	3. Knowledge of health and safety regulations.
	Desirable
	A, I

	4. Experience of managing staff effectively.
	Desirable
	A, I

	Educational/ Vocational Qualifications

	1. GCSE or equivalent in maths and English
	Essential
	A, I

	2. NVQ Level 3 or 4 (or equivalent) in Business or School Admin or Finance
	Desirable
	A, I

	3. Evidence of continuous professional development
	Desirable
	A, I

	4. A relevant management or professional qualification 
	Desirable
	A, I

	Skills

	1. A high degree of personal, interpersonal skills showing initiative, flexibility, confidentiality, diplomacy and discretion. 

	Essential
	A, I

	2. Excellent written and verbal communication skills.
	Essential
	A, I

	3. Ability to convey information clearly, accurately and succinctly to the whole school community and those who interact with us.
	Essential
	A, I

	3.	Highly developed communication (written and verbal skills), external liaison and networking skills
	Essential
	A, I

	4.    Ability to analyse and interpret data , good knowledge of Office – including Office 365, Word, Excel, Powerpoint together with excellent keyboard skills.
	Essential
	A, I

	4. Demonstrate a strong ability to nurture partnership working and liaising with stakeholders
	Essential
	I

	5. Ability to manage multiple priorities with excellent organisational skills; the ability to prioritise workload, work to tight and changing deadlines and anticipate requirements in advance.
	Essential
	A,I

	6. Ability to research new ideas, challenging the current practices and presenting findings in an inclusive, considered approach
	Desirable
	A,I

	7. Ability to recognise political urgency/sensitivity of emails/phone calls in order to alert the Principal or appropriate person in a timely manner
	Essential
	A,I

	8. The ability to motivate and encourage others, inspire trust and a sense of   common purpose
	Essential
	A

	9. The ability to clearly demonstrate an understanding of safeguarding responsibilities and a commitment to promoting the welfare of young people
	Essential
	A, I

	Approach
	
	

	1.	A positive, respectful, honest, flexible and proactive attitude
	Essential
	A, I

	3.	A commitment to excellence and creativity and continuous improvement
	Essential
	A, I

	4.	The determination to promote equality and diversity throughout the Academy, including employment and service delivery
	Essential
	A, I

	5.     Behaviours which support the core values of the MAC
	Essential
	A, I
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