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May 2026

Job Description – Office Manager/School Secretary 
Job details
Grade: Dependent on experience (we welcome candidates with a range of experience). 
Contract type: Full-time/Permanent 
Reporting to: Headteacher

School Ethos
At Aboyne Lodge, we believe in a calm and inclusive learning environment where community is at the heart of everything we do. We are dedicated to fostering creativity, curiosity, and compassion in every pupil, through a wide range of different experiences, empowering them to become knowledgeable, thoughtful, responsible citizens of the world. 

We uphold the highest standards in behaviour, academic outcomes and pastoral support through staff collaboration, respectful communication, modelled practice and positive relationships with our pupils and the community as a whole.

Main Purpose:
· To lead and oversee the school’s administrative functions, ensuring they operate efficiently and effectively.
· The post-holder will also undertake any additional reasonable duties assigned by the Headteacher.

General Responsibilities:
· Office Management – oversee the effective coordination of people, processes and administrative systems within the school office.
· HR and Payroll – to ensure strategic and efficient management of the school’s HR systems and policies.
· Premises and Estate Management – to oversee people and system management of the premises team; to ensure the schools assets are maintained, developed and used for the good of the school and the local community.
· Health and Safety – to ensure a health and safety compliant environment.
· Safeguarding – to ensure the school complies with the requirements of Keeping Children Safe in Education including updating and maintaining the Single Central Record.
· Marketing - Support and maintain the school website and social media accounts. Cover – support the Headteacher and Deputy Headteacher liaising with cover agencies to cover teachers due to illness.
· Finance – to support finance admin tasks linked to HfL’s provided support.
Office Management:
· Develop and maintain systems of communication within the school and with wider stakeholders.
· Liaise with staff, parents and carers, pupils and external agencies.
· Oversee the management of stocks of supplies and consumables.
· Line-manage and oversee the work of the administrative and premises staff, ensuring that they carry out their responsibilities efficiently.
· Plan, develop, organise and monitor admin and support systems and procedures.
· Use the school’s MIS (Management Information System).
· [bookmark: _GoBack]Undertake analysis and interpretation of data, producing reports.
· Provide support, advice and guidance on administrative issues.
· Contribute to the marketing and promotion of the School.
· Attend Senior Leadership Team and Governing Board meetings as required.
Finance and Accounting:
· Manage annual Service Level Agreements considering their compliance to contractual conditions and recommending changes to the Headteacher if necessary.
· Actively look to increase revenue and opportunities for cost savings.
· Apply for and actively seek additional grants.
· Financial admin tasks supporting the role of HfL. 
Human Resources and Payroll:
· Ensure pay and rewards are accurate.
· Manage the administration processes and procedures to support the recruitment, performance management, staff wellbeing and retention of staff ensuring up to date practises are in place.
· Issue all contracts of employment and changes to employment terms.
· Regularly check that the school payroll (nominal roll) is correct and matches the employment records of employees and the database records.
Premises and Estate Management:
· Line management of the school caretaker.
· Ensure the necessary contracts, licences and insurances required are in place e.g. sickness insurance, buildings insurance, data protection.
· Monitor service contracts, licenses and insurances
· Coordinate the purchase, repair and maintenance of furniture and fittings.
· Manage improvement projects or refurbishments; obtain tenders, liaise with project managers, architects and building contractors.
· Manage lettings and the use of the premises for the use of outside organisations and the local community and to generate income for the school.
Health and Safety:
· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues, including to the Health and Safety Governor.
· Ensure the annual health and safety review, including fire risk assessment is up to date.

This job description sets out the duties of the post at the time of creation. The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected without changing the general character of the duties of the level of responsibility entailed. This is a common occurrence and would not justify a reconsideration of the grading of the post.
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