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Office Manager Job Description / Person Specification

Pay Scale: Level 6, SCP 24 – 29, which is currently £36,508 – £40,958 FTE
Hours: 37 hours per week, Term Time + INSET + 1 week (Part-time/Job Share will be considered for outstanding candidates)
Reports to: Business Manager

Main Purpose of the Role

To lead and manage the school office to ensure efficient, high-quality administrative support with a strategic focus on improving pupil attending and overseeing the effective management of medical needs and procedures in line with statutory guidance.

Key Responsibilities and Duties

Strategic Attendance Leadership
· Work in collaboration with the Business Manager to develop and implement attendance strategies in line with the school’s policy.
· Analyse and interpret attendance data to identify trends, vulnerable groups and pupils at risk of persistent absence.
· Proactively plan targeted interventions to improve attendance outcomes.
· Take overall responsibility for all aspects of building compliance, ensuring that the school premises meet statutory health and safety regulations, fire safety standards, and other relevant legislation.
· Positively engage with parents/carers to support improved attendance including those that may be harder to reach and require additional support
· Liaise with relevant staff (Inclusion, SEND, SBC, other external agencies) to ensure a coordinated approach to improving attendance
· Monitor impact of interventions and adapt approaches accordingly.

Operational Management of Attendance
· Direct and support office staff in the effective delivery of day-to-day attendance processes (register, monitoring, follow up calls, record keeping).
· Ensure compliance with statutory requirements and school policies related to attendance.
· Oversee accurate and timely attendance reporting.

Medical Needs and Compliance Management
· Support the Business Manager in managing the school’s administrative approach to supporting children with medical conditions and allergies in line with statutory guidance.
· Oversee the implementation and effective use of the school’s medical tracking system (Medical Tracker)
· Ensure accurate recording of medical conditions including allergies.
· Ensure clear communication of medical information to relevant staff to maintain pupil safety
· Work with parents/carers to ensure medical information is up to date and appropriate care plans are in place.
· Direct office staff to support administration and monitoring of medical processes
· Carry out half termly audits of medication and documentation held in the classrooms and resolve any issues.

Office Management
· Line manage, deploy and support the Admissions Officer and Receptionist
· Lead, organise and develop the office team to ensure a professional and welcoming service
· Provide guidance and support to staff in managing complex or challenging parent interactions
· Ensure high standards of customer service at all times.
· Review, develop and continuously improve administrative systems and processes to increase efficiency and effectiveness.
· Introduce and embed best practices in office operations
· Ensure compliance with school policies and relevant regulations

General / Other Responsibilities
· Exemplify the school’s values of Integrity, Kindness, Respect and Curiosity at all times.
· Contribute to the wider life and ethos of the school
· Maintain confidentiality and professionalism at all times
· Undertake any other duties commensurate with the role as required by the Head Teacher, Business Manager or Leadership Team. Whilst every effort had been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified
· Understand and comply with the Support Staff Standards and Professional Charter at all times
· Develop effective, professional working relationships with colleagues
· Support, promote and comply with decisions and policies agreed by the Leadership Team and the governing body.
· Have due regard for health and safety or self, staff, children and visitors and have a responsibility for bringing all matters of concern to the attention of the Business Manager
· Carry out a 30-minute lunch duty each week where required
· Actively promote the inclusion of all children into whole school activities and be aware of and respect all children’s religious beliefs and cultures. 

Person Specification
You need to be prepared that you need to demonstrate the following in your application and interview.
Experience
· Worked in a school or educational setting
· Managed or supervised staff
· Worked with data and used it to inform decisions
· Dealt with parents/carers including challenging situations

Skills, Competencies & Knowledge
· Must have A* - C GCSE (or equivalent) in Maths and English
· Commitment to upholding the school’s values of Integrity, Respect, Curiosity, and Kindness in all aspects of work
· Ability to give and take onboard feedback 
· Strong analytical skills with the ability to interpret attendance or performance data
· Understanding of school attendance and statutory requirements
· Understanding of school processes related to managing children with medical conditions and allergies.
· Ability to implement and manage systems (eg MIS, medical tracking system)
· Excellent administrative and organisational skills including attention to detail.
· Strong communication skills, both written and verbal
· Ability to make an informed decision 
· Ability to manage and prioritise a varied workload in a fast-paced environment
· Confidence in handling sensitive information and maintain confidentiality
· Resilient and adaptable with the ability to respond to the demands of a busy school environment.
· Proactive and solutions-focused with a commitment to continuous improvement
· Approachable, calm and professional especially when dealing with challenging situations
· Committed to supporting the wellbeing and success of pupils
· Driving license 

Professional Development
Claycots School is committed to the continuous professional growth of all staff. The Office Manager will have opportunities to undertake relevant training in areas such as improving pupil attendance, managing medical conditions and allergies and leading people. The school encourages a culture of learning and reflection aligned with its vision to develop resilience, curiosity, and excellence. The Office Manager will be supported to expand their expertise and contribute to the sustained improvement of the school office processes and procedures, enabling all pupils to achieve their full potential.

Safeguarding & Welfare
Safeguarding is a paramount responsibility at Claycots School. The Office Manager will:
· Work in line with statutory safeguarding guidance, including Keeping Children Safe in Education, and the school’s safeguarding and child protection policies.
· Ensure that all site-related activities promote the safety and wellbeing of pupils and staff.
· Report any safeguarding concerns or incidents observed on site promptly to the designated safeguarding lead (DSL).
· Maintain security protocols that protect pupils from unauthorised access or harm.
· Participate in safeguarding training and remain vigilant to the welfare of all pupils, supporting the school’s commitment to creating a safe and inclusive environment
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