 
 

JOB DESCRIPTION
Post Title:                                          Office Manager
Hours:				37.5 hours per week, permanent, all year round, 52 weeks
Salary Grade:			 United Learning Band 3 Professional £30,940 - £35,758
Responsible for:	                 Administrative staff 
Conditions of Service:	United Learning 
Purpose of Post
· The Office Manager will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently.
· To Line Manage the administrative staff to ensure an effective and efficient business support service is provided to the school.
· Ensure the smooth running of the school office, ensuring a calm and efficient atmosphere is maintained and that all administrative procedures are correctly followed and effectively co-ordinated.

Key Duties and responsibilities
First Aid Responsibilities, Act as the school’s First Aid Lead, with overall responsibility for first aid provision and coordination
Act as a designated First Aider for the school, providing immediate first aid to pupils, staff, and visitors in accordance with school policies and health and safety guidance.
Administer basic first aid and medication where authorised and in line with school procedures and parental consent.
Maintain and organise the First Aid rota, ensuring adequate first aider cover during school hours, breaks, trips, and events.
Monitor and maintain first aid supplies, including checking expiry dates, restocking kits across the school site, and ordering replacements when required.
Keep accurate records of accidents, injuries, and first aid treatments in accordance with safeguarding and health and safety requirements.
Liaise with staff, parents/carers, and external services where necessary regarding first aid incidents.
Ensure first aid equipment and rooms are maintained and ready for use.
Support the coordination of first aid training and certification records for staff.


Organisation 
· Supervise the day-to-day work of the administrative function of the school office.
· Contribute towards the planning, development and organisation of the support service systems, procedures, and policies.
· Manage, supervise, and train and develop administrative staff as appropriate.
· To support the Senior Leadership Team with ad-hoc event management (e.g., parents evening, Open evening etc.)
· Respond to and provide advice on Freedom of Information and Data Protection request in line with relevant legislation.
· Development and implementation of administrative services for all school procedures and information systems.  To contribute to the provision of a relevant and high-quality service by continuously review working methods and procedures to ensure they remain effective.
Administration
· Monitoring and supporting all administrative staff to provide excellent customer service.
· Provide administrative support to the Senior Leadership Team as and when required.
· Ensure the smooth running of the school office is maintained, particularly during periods of staff absence be responsible for the general delegation of general administration duties including word processing photocopying, and franking and postal duties be responsible for ensuring that an effective reception and switchboard service is provided.
· Ensure that the reception area is kept clean and tidy, with no files or stationary visible to the public and adopt a clean desk policy at the end of the day.
· Ensure that administration staff operate appropriate safeguarding procedures when admitting visitors to the school.
· Manage whole school mailings. 
· Design, create, prepare, and produce a range of complex documents, including:
· Pathways administration
· Transition administration and maintenance
· Accident reporting
· Parents evening
· Data collection pack documentation
· Inputting data and generating reports and information as required 
· Undertake reception/switchboard duties (promote the image of the school by ensuring that we always provide a professional and helpful service).
· Arrange, support and minute meetings as and when required.
· Responsible for the school’s Free School Meal Administration 

Resources
· Order, monitor and manage stock, ensuring best value following the school’s purchasing processes.
· Oversee and operate relevant equipment and IT Packages (e.g., Inventry System)
· Collate, update and review student data: collection and input/implementing changes. 
· Record admissions and leavers and all associated administrative tasks
· All Arbor related tasks (e.g., Data, Letters, admissions, production of reports, data cleanse, annual data checking etc.)
· Provide advice and guidance to staff, pupils, and others on administration systems.
· Assist with marketing and promoting the school.
· Manage office expenditure within the agreed budget.
· Ensure sufficient office resources are available.
General Duties 
· Be aware of and comply with policies and procedures relating to health &safety, security and confidentiality, reporting all concerns to an appropriate person. 
· To actively promote the School’s Equality and Diversity Policy, encouraging staff awareness and participation in all areas.
· To actively promote the School’s Safeguarding Policy and be aware of your responsibilities to report concerns.
· Adhere to the School’s Data Protection Policy and Procedure and ensure private and confidential data is kept secure and disposed of in the appropriate manner.
· To carry out duties pertinent to the scope of the post as directed by the Principal or Senior Leadership member.
· Develop an office team that delivers and meets the needs of the school.
· Participate in training and other learning activities and performance development as required. 
· Ensure that all staff create a professional and welcoming reception for all visitors and parents and all visitor checks and health, and safety processes are in place to monitor entry in and out of the building. 
· Manage administrative staff performance and appraisal.
· Ensure that all members of the office present, at all times, a positive image of the school to all staff, parents and visitors both internally and externally.

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Office Manager will carry out. The postholder may be required to do other duties appropriate to the level of the role.
I confirm that I have read and understood the details contained within this job description. I understand that by signing this document, I agree to the terms and conditions contained within it.
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