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Catholic Multi Academy Trust

St. Felix Roman Catholic Primary School, Haverhill
JOB DESCRIPTION
JOB TITLE:
Office Manager       
Grade 5 point 20 - 25
RESPONSIBLE TO:  Headteacher
JOB PURPOSE: To oversee and carry out the support functions of the school: HR, admin, health and safety, premises management.  Includes line management of office staff and ensuring the smooth running of the school office and associated administrative functions.  Decisions would include; planning and prioritising, allocating and organising work, developing and using new technology, monitoring performance, taking remedial action as required.

MAIN DUTIES AND RESPONSIBILITIES
Administrative

· Ensure the provision of timely and effective secretarial and administrative support service to the school community
· Line management of Administrative Assistants, allocating and monitoring work as required, checking for quality and accuracy and ensuring all jobs are completed in a timely manner in accordance with the year planner.

· Oversight of the administration of the Single Central Record and ensure this is kept up to date

· Oversight of the school website, making changes as required and ensuring compliance with Ofsted requirements
· Overseeing the use of Arbor– ensuring it is kept up to date, trips and payments are set up accurately.
· Oversee the production of the termly School Census and annual Catholic Education Service census
· Ensure the Attendance Officer keeps the school attendance records up to date and that correspondence with parents follows schools procedures.  Liaison with headteacher, EWO and parents as deemed necessary
HR and Payroll

· Work with the HR provider to ensure that recruitment and selection procedures are followed

· Place advertisements for staff vacancies and provide support to the Headteacher regarding shortlisting and interviewing.  Provide relevant information to the HR provider in order for appropriate documentation to be issued

· Administer the maintenance of all staff contracts in liaision with the HR provider: checking variances between payslips and the school spreadsheet, monthly payroll submissions, extra hours claims, annual progression of teachers and support staff if appropriate, issuing of annual salary letters
· Ensure staff records are accurate on the HR provider website and Arbor system

· Maintain staff attendance records on HR provider website and in Arbor, ensuring insurance claims are made where required

· Ensure supply teachers are employed where required
· Providing an admin service to staff regarding pensions signposting them to the appropriate bodies for questions
Admissions

· Responsible for overseeing admissions to nursery and reception
· Ensure termly claims for nursery funding are made

· Ensure in-year admissions are processed correctly and in a timely manner and that all records are accurate
Finance

· Liaise as required with the Trust finance team providing such information as needed for them to maintain the schools finance records eg coding of credit card statements to enable input to PSF (the schools accounting system)
· Liaise with the Trust finance team regarding school contracts and participate in the negotiation of new contracts/renewals
· Liaise with the Headteacher to ensure the correct High Needs Funding is received
Premises and Health & Safety

· Oversee the local building and grounds maintenance budget;  ensure quotes are obtained for improvements/repairs as required and in line with Trust finance regulations, liaise with contractors taking advice from Trust staff as necessary, monitor completion of works within budget and to satisfactory work standards
· Monitor the annual PPM schedule and ensure checks are completed as needed – liaise with the Trust Premises Manager regarding any issues arising

· Participate in termly inspections of the school premises and equipment and maintain records of any remedial actions needed

· Investigate reporting accidents and near misses and ensure these are logged on the Cambridgeshire Health and Safety portal

· Liaise with the Cleaning provider to ensure standards are met and to arrange work schedules, particularly during holiday periods

· Liaise as necessary with Catering provider to ensure smooth provision of meals
Governor support

· Attend, minute and contribute to Governors meetings as required

· Ensure Governorhub is kept up to date and upload relevant paperwork as required

The duties listed above are examples of duties at this level and other duties of a similar level/nature may be undertaken and are not excluded simply because they are not itemised

PERSON SPECIFICATION

JOB TITLE: Office Manager
	Criteria
	Essential
	Preferred



	Education/Qualifications


	GSCE level English and Maths at Grade 4/C or above (or equivalent)
First Aid qualification (or willing to undertake)

	Educated to A level standard with a Management qualification


	Experience


	Able to evidence at least significant experience within an office environment

	Experience of managing a team of staff


	Skills/Knowledge/

Aptitude


	Good keyboard skills and ability to use/operate a range of general office equipment and systems

Ability to work under

pressure at times and to be able to multi task/switch between tasks as the need arises
Be able to evidence working as part of a team

Be able to make day to day decisions about own and others workload within clear guidelines and procedures
Be able to respond independently to unanticipated problems and situations
Be able to communicate orally and in writing with a range of audiences, often exchanging complicated or sensitive information requiring tact, diplomacy and sensitivity 


	Good understanding of school structures, financial procedures and regulations, health and safety legislation
Knowledge of the role of Governors within a Trust school

	Personal attributes

	Needs to be committed, reliable, trustworthy and able to act with integrity and ensure confidentiality
Needs to be flexible so as to react to a changing environment and workload


	

	Other
	Must be willing to support the Catholic ethos of the school
	


