Job Advert – Senior Office Manager (Grade 4) Fox Hollies School, Birmingham
Required: 22/06/2026
Salary: Grade C SCP 24 to SCP 33 £35,412-£44,075 FTE 
Actual salary   £31,776-£39,550 Actual salary  
36.5 hrs per week, TTO Plus 5 days
Contract: Full Time, Permanent

About the Role
Fox Hollies School is seeking a highly organised, proactive and systems-confident Office Manager to lead our administrative function and support the smooth day-to-day running of the school.
This is a key operational role in a busy, specialist setting. You will oversee the school office, line manage administrative staff, and ensure that systems are efficient, well organised and consistently used across the school.
You will play an important role in maintaining clear and effective systems using SharePoint and supporting the use of our Management Information System, including SIMs, Arbor MIS (or similar). We are looking for someone who is confident using IT to organise information, improve processes and support others in working efficiently.
The role also includes coordinating home-to-school transport, acting as a central point of contact for parents, the Local Authority and transport providers.

We are looking for someone who:
· Is highly organised and able to manage multiple priorities in a fast-paced environment 
· Has strong administrative experience, ideally within a school or similar setting 
· Is confident using IT systems, including Microsoft 365 (particularly SharePoint or similar) 
· Can maintain clear, well-structured systems and support others to use them effectively 
· Has excellent communication skills and can work positively with staff, families and external professionals 
· Is calm, professional and solution-focused 
You will need to be adaptable, reliable and able to maintain high standards of accuracy and confidentiality at all times.

About the School
Fox Hollies School is a special school for students aged 11–19 with severe and complex learning needs. All students have Education, Health and Care Plans (EHCPs), and many have additional communication, sensory and behavioural needs.
We are a supportive and committed staff team, working in a fast-paced environment where strong systems and clear communication are essential to ensure the safety, organisation and smooth running of the school.

What We Offer
· A supportive and collaborative staff team 
· A well-led school with clear systems and expectations 
· Opportunities for training and development 
· A varied and rewarding role within a specialist setting 

How to Apply
We use MyNewTerm recruitment portal, please follow the link below to access the portal where you will need to create an account before applying. You will then be able to search for the vacancy and apply.
Education Job Search | Find Teaching, Leadership & School Support Jobs

Closing date: 08/05/2026 9:00am
Interview date: 22/05/2026
Fox Hollies School is committed to safeguarding and promoting the welfare of children and young people. This post is subject to an enhanced DBS check and online checks.  




Person Specification
Essential Criteria
Experience
· Experience of working in an administrative role 
· Experience of supporting or managing administrative systems 
· Experience of working with a range of stakeholders (e.g. staff, families, external agencies) 

Skills and Knowledge
· Strong organisational skills and ability to prioritise workload effectively 
· Good level of IT competence, including Microsoft 365 (e.g. Outlook, Word, Excel, SharePoint or similar systems) 
· Confidence in using data systems and maintaining accurate records 
· Understanding of data protection and confidentiality requirements 
· Ability to follow and maintain clear systems and processes 

Personal Qualities
· Professional, calm and reliable approach 
· Strong communication and interpersonal skills 
· Ability to work independently and as part of a team 
· Attention to detail and accuracy 
· Flexible and solution-focused approach 

Desirable Criteria
Experience
· Experience of working in a school or SEND setting 
· Experience of supervising or coordinating staff 
· Experience of coordinating transport or managing high-volume communication systems 

Skills and Knowledge
· Experience of using a school MIS, particularly Arbor MIS 
· Understanding of school administrative processes (e.g. attendance, census returns) 
· Experience of organising and maintaining shared digital systems 


Fox Hollies School: Senior Office Manager 

Job Purpose
To manage the school’s administrative systems and office function, ensuring high-quality, efficient and compliant operations that support the smooth running of the school.
The Office Manager will be responsible for the effective organisation and day-to-day maintenance of the school’s administrative and digital systems. This includes maintaining clear and accessible systems within SharePoint and supporting the day-to-day use of the school’s Management Information System (MIS), including Arbor (desirable) or similar.
The role requires a proactive and highly organised individual who can supervise office staff, manage competing demands and maintain accurate records, while providing a calm and professional service to pupils, families and visitors.

Key Responsibilities
1. Administrative Systems and Digital Practice
· Oversee the day-to-day use and organisation of administrative systems across the school 
· Maintain clear and effective file structures within SharePoint so information is easy to find, secure and up to date (including agreed version control).
· Maintain accurate records on the school MIS (e.g., pupil details, contacts, admissions and attendance), and support staff to use the system consistently.
· Identify practical improvements to systems and processes to support efficiency and reduce duplication 
· Ensure administrative processes are clearly documented and consistently followed 

2. Office and Administrative Management
· Line manage administrative staff, supporting high standards of organisation and professionalism 
· Oversee the daily running of the school office, ensuring: 
· a welcoming and professional front-of-house service 
· timely and effective communication with parents and professionals 
· Ensure administrative tasks are completed accurately and within required timescales 
· Maintain oversight of key office functions, including pupil records, admissions, attendance administration and routine correspondence.
· Support the administration of school events, visits and key calendar activity (including EHCP reviews), as required.
· Maintain and update the Single Central Record (SCR) and associated documentation, ensuring checks are recorded accurately and promptly.
· Process orders in line with school procedures (e.g., raising requisitions/purchase orders), and provide information to support budget monitoring.
· Administer the School Fund account in line with agreed procedures (recording income/expenditure and maintaining supporting documentation).
 
3. Transport Coordination
· Act as the main point of contact for home-to-school transport, liaising with parents/carers, the Local Authority and transport providers 
· Manage day-to-day transport queries, including changes, delays and non-collection, ensuring timely and clear communication 
· Maintain accurate and up-to-date transport records, including contact details and arrangements 
· Monitor and log transport issues and patterns to support consistency and follow-up 
· Escalate safeguarding concerns or ongoing issues to the Designated Safeguarding Lead (DSL) or relevant staff 
· Support the smooth organisation of transport arrangements for students, ensuring systems are clear and consistently followed 
· Support and cover trS
· Sansport duty for student arrival and dismissal

4. Data, Compliance and Information Management
· Ensure administrative systems operate in line with: 
· GDPR and data protection requirements 
· Birmingham City Council procedures 
· DfE statutory expectations 
· Maintain accurate and up-to-date records, including student information 
· Support the preparation of data for: 
· school census returns 
· audits and external reviews 
· Ofsted inspection activity 
· Ensure secure storage, retention and disposal of records in line with policy 

5. Communication and Stakeholder Engagement
· Act as a key point of contact for parents, carers and external professionals 
· Ensure communication systems are clear, responsive and well organised 
· Support the use of digital communication tools (e.g. email systems, parent apps) 
· Work with leadership to ensure consistency in communication and documentation 

6. Operational Support to Leadership
· Work closely with the Headteacher and School Business Manager to support: 
· day-to-day operations 
· implementation of administrative systems 
· organisational processes 
· Contribute to the review of office procedures and support the implementation of agreed changes.
· Provide administrative support for governance and leadership processes where required 

7. Health, Safety and Safeguarding
· Ensure administrative processes support safeguarding procedures effectively 
· Maintain accurate records linked to safeguarding systems (in liaison with DSLs) 
· Ensure that any safeguarding concerns identified through administrative or transport processes are promptly recorded and shared with the DSL team in line with school procedures 
· Support compliance with health and safety requirements through accurate record keeping 

General Responsibilities
· Uphold the values and ethos of Fox Hollies School 
· Maintain confidentiality at all times 
· Participate in performance development and relevant training 
· Undertake any other duties appropriate to the grade 

Person Specification
Essential
· Experience of working within an administrative role in a school or similar setting 
· Experience of supporting or managing administrative systems 
· Strong organisational skills and ability to prioritise effectively 
· Good level of IT competence, including Microsoft 365 (particularly SharePoint or similar systems) 
· Confidence in using data systems and supporting others with day-to-day use 
· Understanding of data protection and confidentiality 
· Strong communication and interpersonal skills 

Desirable
· Experience of using a school MIS, particularly Arbor or SIMS plus the finance systems 
· Experience of supervising or coordinating staff 
· Experience within a SEND or specialist setting 
· Knowledge of school administrative processes such as census returns 
· Experience of coordinating transport or managing high-volume communication systems 




