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Office Manager and Medical Officer 
required for May 2026
Permanent Position, 37.5 hour per week    
Term time plus 5 days (includes inset days) 

Monday to Friday 8.00am to 4.00pm (includes ½ unpaid lunch)
LL6 19-23 £28637.58 to £30256.76

We are currently looking to appoint a flexible, enthusiastic, positive and well organised Office Manager/ Medical Officer who will fit well into our busy and friendly school office, where no two days are the same.
As a first point of contact, it will be beneficial for applicants to have experience of an office environment and will be necessary for them to have excellent communication skills, as well as a high commitment to standards, confidentiality and efficiency.
The role is for five days a week, with hours from 8:00am to 4:00pm with half an hour unpaid lunch.
Term time ONLY plus 5 inset days
Typical daily tasks will include:
· Undertaking reception duties including responding to telephone and face to face enquiries
· Providing clerical support, such as dealing with class registers, school lunch bookings, maintaining school records, basic typing, email, photocopying and filing
· Liaising with parents
· Assisting with pupil welfare matters and administering routine first aid and accident recording and reporting
· Supporting the co-ordinating trips and school clubs
· Maintaining and ordering school stationery along with other items from suppliers
· An excellent command of Microsoft Word, Outlook and Excel are essential, together with excellent administrative and organisational skills . 
· A knowledge of Google Drive/Google Forms and SiMs is desirable
· Maintain the Single Central Register and ensure that all safeguarding and safer recruitment checks are carried out in line with school policies and procedures.
· Organise adverts, including support with preparation of candidate packs.
· Act as a first point of contact for prospective candidates, including sending of information packs and tours of school as requested
· Provide administrative support for interview arrangements, including inviting to interview, confirming attendance, arrangements for the day – e.g. hospitality, room arrangements
· Apply for references for shortlisted candidates in accordance with safer recruitment practice
· Ensure that all documentation related to new starters is completed.
The safeguarding of our children is paramount therefore, appointment to this post is subject to an enhanced DBS Check, pre-employment health checks and references, as outlined in Keeping Children Safe in Education (September 2025).
This position is permanent starting in May 2026
Our school is well supported by our parents, the STCAT and our school’s Local Academy Committee. Our staff are friendly, hardworking and dedicated to making the educational experiences of our children. The children at Sacred Heart are diverse, happy, well behaved and eager to learn.

How to Apply:
Please apply on My New Term, if you require any assistant, please contact the school office on 01582 287480.

Closing Date: 24.04.26
Interview date: 27.04.26

We are committed to safeguarding and promoting the welfare of children and young people and we expect all staff to share this commitment. An enhanced DBS check and other pre-employment checks are required for successful applicants. Please note CVs are not accepted for this role.

Our Trust strives to be a supportive, inclusive, caring, and positive community where every staff member has a sense of belonging. We are committed to cultivating an equitable working environment where staff treat one another with dignity and respect and where every individual can fulfil their potential.




















	Job Description

Administration 
· Provide full administration support for the school and ensure school administration staff are organised, directed, trained, developed and appraised so that the school is operationally efficient. 
· Ensure that the administration/office function of the school contributes to curriculum delivery and improved outcomes for all pupils.
· Ensure that the school’s main database management system (SIMS) is up to date and accurate at all times
· Organise supply teaching and support staff provision for planned and unplanned absences, liaising with the Deputy Headteacher or Assistant Headteachers as appropriate
· Maintain and update general office procedures to reflect current practice and embrace new technologies. 
· Assist the Account Manager with specific tasks as and when required relating to purchasing and contracts. 
· To complete the workforce census and the main school census. 
· To complete the R.E census and submit this to the Diocese
· To take responsibility for inputting end of key stage data, targets etc and making sure they are correctly sent to either the LA or DfE. 
· To manage the school’s pupil assessment and data tracking system including inputting the most recent assessment information and compiling analysis/reports for Senior Leadership Team as requested
· To take responsibility for ordering, storing and dispatching all statutory tests (e.g. Key Stage 2 SATs, Phonics Screen Check) in link with all statutory requirements and guidance.
· Ensure there is sufficient level of resources in the stock cupboard and photocopier paper for classes and staff to use. 
· Debts for breakfast and lunches are monitored and kept to a minimum amount. 
· Work with Finance to ensure resource forms are completed for all expenditure. 
· Office and student administrative and photos are securely stored and maintained in accordance with GDPR legislation. 

Organisation of the school day

· Ensure the effective operation of the school reception/office, so that all visitors, staff and pupils are greeted in a friendly and appropriate manner, their enquiries are dealt with promptly and they are directed to the appropriate person/location. 
· Establish and maintain good relationships with all students, parents/carers, colleagues, suppliers, contractors and other professionals 
· Organise adequate free supply of milk and fruit for EYFS by completing the necessary information.
· Act as first point of contact for visitors/parents who wish to speak/meet with the Headteacher/SLT
· Safeguarding – oversee entry/exit procedures to/from the school for all staff, pupils, parents, carers and visitors ensuring that school policies and procedures are implemented robustly
· Assist the school staff in the organisation of events such as camps, sports days, parents’ evenings, productions etc and to organize associated administration (e.g. distribution of letters, dealing with queries from parents, sending text or email reminders)
· To ensure that parents/carers receive timely and accurate information regarding key dates/events in school using a range of communication methods including letters home, email and text reminders using the school’s electronic communication system
· Together with the Reception and Admin Assistant, ensure the smooth operation of the School’s online payment system and deal with queries from parents.
	· Undertake reception cover duties as required, courteously welcoming parents, pupils and other visitors and dealing with all enquiries maintaining confidentiality and security at all times
· Deal with correspondence promptly and as required including managing school email address
· Assist in the routine collection of data as required e.g. free meal applications 
· Assist in ensuring that students arriving late to school/leaving early are signed in/out as per procedures 
· Direct visitors to school as appropriate and escort visitors around the school as required
· Answer incoming and internal switchboard calls, dealing with requests and enquiries and taking messages as required 
· Appropriately deal with students that are feeling unwell or have been injured and those requiring to leave school for medical appointments 
· Accept deliveries to the school as per procedures and make arrangements for appropriate distribution 
· Contribute to the evaluation and development of administrative systems and procedures 
· Report technical faults relating to the school database system/s and equipment to the ICT Technician/s following school reporting procedures 
· Liaise with school uniform supplier to ensure that service offered to parents is efficient and clear. Together with supplier, deal with and resolve any queries from parents in relation to school uniform.
· Arrange, manage and provide secretarial support for meetings and events as required.
· Keep up to date on appropriate regulatory changes
· Assist with safeguarding, security & Health and Safety matters
· Report to Head and Local Academy Committee as required
· Set up Parentpay to collect money for trips, clubs and donations. 
· Ensure adequate supply of ink for photocopiers. 

Medical, First Aid and Welfare

· Serve as the first point of contact for all first aid, medical, and welfare concerns 
· Provide first aid treatment and administer medication in line with school policies 
· Act as Lead First Aider, offering guidance to staff, pupils, and parents 
· Maintain accurate medical records, care plans, and medication logs for pupils 
· Ensure all first aid policies, procedures, and staff training are up to date and compliant 
· Monitor and manage first aid supplies, equipment, and training registers 
· Liaise with parents, staff, and healthcare professionals to support pupil wellbeing 
· Record and report accidents, injuries, and medical incidents appropriately 
· Support safeguarding, confidentiality, and high standards of clinical care 
· Assist with risk assessments, school activities, and coordination of welfare-related services (e.g. clubs, dietary needs)


Recruitment and Human Resources
· Organise adverts, including support with preparation of candidate packs.
· Act as a first point of contact for prospective candidates, including sending of information packs and tours of school as requested
· Provide administrative support for interview arrangements, including inviting to interview, confirming attendance, arrangements for the day – e.g. hospitality, room arrangements
· Apply for references for shortlisted candidates in accordance with safer recruitment practice
· Ensure that all safer recruitment documentation related to new starters is completed.
· Ensure all sickness absences is recorded and return to work forms completed. 
· Ensure staff have completed all mandatory safeguarding training and this is recorded.

Safeguarding 
· Oversee all the enhanced DBS disclosure process and safeguarding declaration for employees, governors, volunteers 
· Maintain the Single Central Register for all staff, governors, volunteers, student teachers and all other professionals/contractors which according to statutory guidance are in “regulated activity” (e.g. Sports’ Coaches, Regular Contractors – e.g. ICT Technician)
· Ensure that the signing in/out procedures for staff and visitors are adhered to rigorously and that the admin team are aware and follow these procedures.
· Maintain records of safeguarding and health and safety training for all staff and provide administrative support for online training packages used by the school.

Management
· Be responsible for the day-to-day supervision of Attendance and Admissions Officer and ensure that work completed is to a high standard and that their workload is prioritised appropriately to ensure the best possible outcomes for our pupils
· To hold regular team meetings:
· Ensuring the Office are aware of events happening in school and the role they need to play in ensuring that these events go smoothly
· Ensuring the Officer are following agreed office procedures 
· Address any issues arising and to find an acceptable solution
· To carry out appraisal of above staff, review performance and identify professional needs






	

	

	



	Person Specification: Office Manager 

	
	
	Essential
	Desirable

	Education, Qualifications and Training
	1. Good level of ICT skills, including high level of proficiency in the use of Microsoft Office, Including creating and editing Word and Excel files. 
2. Proficient typist.
3. At least intermediate knowledge of SIMs or experience of working with data management software.
4. Strong communication skills, both written and oral.
5. A good standard of written English (grammar and spelling).
6. Basic mathematics skills.
7. Evidence of commitment to continuing professional development and improving/developing skills. 
8. Paediatric First Aid (PFA) 
	X


X

X


X
X

X

X
X
	

	Experience 
	1. Office management experience.
2. Receptionist experience (filling, word processing, typing).
3. Experience of working with databases and management information systems.
4. Experience of working with young people in a school environment.
5. Experience of working in a customer focused role with members of the public.
6. Experience of working successfully as a member of a team.
	X
X

X


X


X

X
	


	Ability/Skills
	1. Ability to communicate effectively with children.
2. Ability to be discreet and maintain confidentiality. 
3. Ability to engage constructively and respectfully with, and relate to, a wide range of young people and their families/carers who may be concerned about issues.
4. Ability to respond to people/individuals and provide a warm, welcoming approach to all visitors/callers to the school. 
5. Ability to work effectively with, lead, manage and inspire other members of the administration team/support staff.
6. Ability to proof-read and edit documents (e.g. school policies).
7. Ability to work effectively and network with a range of services in order to build up detailed knowledge of the specialist support services available e.g. uniform supplier, HR provider.
8. Ability to multi task, prioritise, manage workload and to keep calm under pressure.
9. A willingness to participate in in-service training and CPD and use own initiative to keep to date with developments in the Education sector. 
	X

X

X





X



X


X


X




X



X
	

	Equal Opportunities
	1. Commitment to equal opportunities.
2. Ability to promote and support the school’s equal opportunities policy.
	X

X
	

	Personal Characteristics
	1. A “can-do” attitude, show initiative and be pro-active.
2. Act with tact, warmth and empathy.
3. To be interested in children as individuals, in how they learn and be committed to the needs of all.  
4. To value and understand the important of developing positive partnerships with parents to improve outcomes for young people. 
5. Ability to work both independently, flexibly and adapt to change. 
6. Energetic and enthusiastic with a naturally positive outlook. 
	X

X

X


X



X
X
	

	Other
	1. Previously worked in a School Office or in a School Environment. 
2. An understanding of Safeguarding and Child Protection in a school environment.
3. Knowledge of Health and Safety and Risk Assessments
4. Supportive of the school’s Catholic ethos.
	


X
	X





X
X
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