
[bookmark: _ttdf2gfjgtig][image: ]
Job Description
School Office Manager

Responsible to: 	Head Teacher
Location:		Cople & Willington Sites
Hours:		8am-3pm Monday to Friday Term Time Only + 5 training days
Salary:		NJC 4 points 11-15

Main Duties and Responsibilities
· To act as the first point of contact for the school, to undertake all reception duties and deal with general and telephone enquiries from visitors, parents, staff etc.
· To provide clerical support to the Head Teacher and teaching staff
· To manage emails, post, the school diary/calendar
· To liaise with the Finance Officer, Site Manager and Skool’s Out Leader
· To oversee administrative duties in respect of pupil attendance, including following up of individual absences, in accordance with school policy
· To deal with class registers, extracting and collating data on pupil absence as required by the Head Teacher
· To oversee new pupil admissions and transfer of leavers and maintenance of pupil records and the MIS system, ensuring all records are kept updated
· To ensure that all Local authority and DfE deadlines are met e.g. pupil census, staff census
· To undertake administrative duties in respect of free school meals, HAF vouchers, Cool Milk and Willington site Fruit & Veg Scheme
· To be responsible for all personnel administration in relation to new appointments, process DBS checks, leavers, changes to contracts, liaising as necessary with personnel and Bedford Borough Council HR & Payroll Departments
· To download the monthly payroll, ensuring accuracy and approval by the Head Teacher
· To complete absence monitoring, monthly returns and maintain records in regards to staff, including claims for staff absence insurance, liaising with Bedford Borough HR Team
· To arrange cover for classroom staff as required for training, sickness etc
· To co-ordinate and carry out all administration of school meals with The Five Bells, Cople
· To manage all bookings and payments for Skool’s Out Club
· To support the group leader and EVC with administration and co-ordination of educational visits, including booking transport and collection of monies
· To manage administration of school lettings
· To maintain stocks of stationery and office supplies and oversee stocktaking and ordering as required
· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information
· To undertake any other duties of a similar level and responsibility as may be required
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