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JOB DESCRIPTION 


POST:	Office Manager/HR Academy Lead

GRADE:		Grade 7 (SCP 23-26) – depending on skills, experience and administration qualifications


Working hours
37 hours per week, according to academy needs in line with contract of employment.
Term-time only, plus three weeks or more during Academy holidays.

Purpose
To be responsible for the smooth, professional, confidential and efficient operations of Oak Academy. The Office Manager/HRAL will ensure HR and administrative functions are well coordinated and compliant with Academy and Trust policies, while modelling our Values in Action and fostering positive intent, high aspirations and a culture of collaboration and accountability.

Relationships 
The Office Manager/HRAL is accountable to the Principal and, ultimately, to the Chief Executive Officer. They will work closely with the Trust People Team and collaborate with colleagues across the academy and wider Trust to ensure consistent, high-quality support.
They will line manage the administrative team, coordinate and operation, providing clear direction and development in line with Trust policies and Values in Action. 

The role requires building strong, professional relationships with all stakeholders, fostering trust, collaboration and positive intent.

Main Duties and Responsibilities

Leadership and Team Development
· Contribute to the planning, development and organisation of Academy support systems, procedures and People policies.
· Manage, motivate and support the administrative and lead the operation team, ensuring an efficient, professional and positive service across the academy.
· Provide day to day supervision, workflow management, performance appraisals, and professional development for administrative staff.
· Promote a culture of collaboration, accountability and continuous improvement in line with Trust and Academy values.
· Coordinate and lead regular team meetings, ensuring clear communication, consistency and shared priorities across the office and support functions.
· Take responsibility for the professional development of both self and team, identifying learning needs and engaging in relevant training and development opportunities that enhance effectiveness and align with Trust and Academy priorities.
· Lead on the performance management and appraisal process for the administrative team, setting clear objectives, providing regular feedback, and supporting colleagues to achieve professional growth and improved outcomes.
Office and Administrative Operations
· Oversee and deliver the smooth day to day running of the Academy office, ensuring it provides a professional and welcoming first point of contact for all stakeholders in line with safeguarding expectations.
· Manage office systems, including information management (e.g. Arbor) and electronic filing, ensuring data accuracy, security and compliance with Trust and statutory requirements.
· Support and maintain the academy website and other communication channels, ensuring content is accurate and up to date.
· Manage key administrative functions including correspondence, mail, data returns, event coordination and the Academy census.
·  To provide administration support for exams.
· To provide admin support for educational Academy trips, parents evenings and events
· Support the Principal and leadership team with diary management, briefings, meeting preparation and minute taking as required.
· Support Academy trips, events and parents evening.
· Evolve – trip coordination.

Human Resources and People Processes
· Act as the first point of contact for HR and people related matters, providing advice and guidance in line with Trust policy and employment law.
· Ensure full compliance with all Trust HR and Academy policies and procedures and support the Senior Leadership Team in the consistent implementation of wider Trust policies across the Academy.
· Manage the full employee lifecycle, including advertising, recruitment, onboarding, probation reviews, variations, leavers, and agency staff.
· Ensure safer recruitment processes are followed and all pre-employment checks (including DBS, references and right to work) are completed prior to employment.
· Maintain accurate and compliant personnel records including exit interviews, time off and ensure the Single Central Record (SCR) is fully up to date at all times.
· Record and monitor staff absence through MIS system, ensuring return to work discussions are completed, trigger points are managed and Occupational Health referrals made where required.
· Support with employee relations matters including; investigations, fact finding meetings and low level concerns, grievances and disciplinary processes.
· Keep the relevant People Team Partner informed and updated on any casework, employee relations matters or other HR processes taking place within the Academy.
· Administer payroll information, ensuring all contractual changes, new starters and leavers are processed accurately and on time including auditing compliance.
· Maintain oversight of mandatory training compliance, ensuring all staff training is accurately recorded, monitored, and coordinated, including the booking and upkeep of training records.
· To maintain the Academy staff handbook.

Compliance and Safeguarding
· Ensure all safeguarding, safer recruitment and data protection requirements are met in line with Trust policy and statutory guidance.
· Maintain and audit compliance documentation including the SCR, visitor logs, volunteer records and agency staff files.
· Support GDPR compliance through accurate data handling, retention and subject access request coordination.
· Ensure that relevant and accurate data is available and prepared in good time for the completion of statutory returns.
· Assist with the preparation and review of policies, ensuring key compliance documentation is current and published as required for Academy’s and Trust.
· Promote a culture of safeguarding across all operational areas and act promptly to report or escalate low level concerns and complete fact finding investigations.

Finance Operations
· Support the Finance Team with Academy budgets, charge cards and operational expenditure ensuring adherence to Trust financial procedures and best value principles.
· Supporting purchase orders and oversee stock and resource management.
· Processing payroll checks and financial returns in collaboration with the Trust People and Finance Team.

Governance and Compliance
· Support the Principal and leadership team with the coordination of complaints in line with Trust policy.
· Foster positive relationships with parents, governors, Trust staff and external stakeholders, reflecting the values and professionalism of the Trust and Academy at all times.
· In Academy safeguarding facilitate the induction of new committee members and provide guidance and support to those taking on new or additional governance roles (PEX and suspension?)
· To deal with the processing of SAR’s on an as and when needs basis.
· To deal with the processing of suspensions for pupils and the lead up to PEX’s.
· To ensure that the relevant data is available for the completion of statutory returns.

General Responsibilities
· Promote and uphold the Trust’s culture and Values in Action (VIA), contributing to a positive, inclusive and collaborative working environment.
· Safeguard the welfare of pupils in line with the Trust’s Child Protection and Safeguarding Policy.
· Comply with all Trust and academy policies, procedures and statutory obligations.
· Take responsibility for ensuring compliance with data protection legislation (including UK GDPR), maintaining accurate and confidential records, reporting any breaches or concerns promptly, and promoting good data protection practice across the Academy.
· Take responsibility for complying with health and safety legislation and guidance, reporting any issues or breaches to the relevant Trust Director.
· Maintain professional relationships with colleagues, supporting effective communication and cooperation across the academy and Trust.
· Engage in professional learning and development to enhance personal effectiveness and contribute to continuous improvement.
· Undertake any other duties consistent with the role, as required by the Principal or Trust Leadership Team. 
· [bookmark: _GoBack]Support with systems training. 
 

Additional information
Throughout the Trust, it is our practice to vary specific responsibilities in line with organisational needs, in consultation with the postholder.
This job description outlines the general purpose and level of responsibility of the post. Duties may vary from time to time without changing their character or overall level of responsibility and may be reviewed periodically by the Chief Executive Officer or their representative, in consultation with the postholder.
 
 
Signed: …………………………………………..   Date: …………………………………… 
Post Holder 

 One copy to be retained by member of staff and one kept on the employee’s file.  
 
 
[bookmark: _Hlk197949006]
Authentic Education is committed to safeguarding and promoting the welfare of children and young people in our care. We follow safe recruitment practices and appointments are subject to vetting including social media checks, reference checks, identity and criminal record checks. Further details can be found in the Keeping Children Safe in Education Policy.
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