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	Job title:
	School Office Manager 

	Hours of work:
	See advert details

	Salary:
	Grade 6 to Grade 7 (depending on experience)



To provide a comprehensive administrative support to the School. You will work with a greater degree of autonomy and will have greater responsibility for decision making within the administration function including the line management of a small team. 
A key feature of the job will be to: manage the provision of all administrative functions within school, acting as a named line manager . In addition, you will line manage the site team including site manager and cleaners.
General Admin
· To manage the efficient and effective running of the general office as one of the school’s main points of public contact, as well as the centre of daily administration.
· To provide for the preparation and production of all school records and publications including additions to the website
· Responsible for the school’s attendance, absence and transfer procedures and ensuring these procedures meet school and Trust requirements
· Manage the schools admission procedures in liaison with the schools admissions service 
· Monitor and update the School Admission Module and advise the Head of any potential new entrants.
· Manage annual admissions process in liaison with EYFS Lead 
· Ensure that school registration systems are developed and correctly administered and report on the quality of the registers.
· Deal with highly confidential and sensitive issues.   
· To manage and ensure the smooth running of the school’s reception, postal, telephones, stationery and hospitality facilities.   
· Oversee parental communications ensuing appropriate communications are issued to parents, staff and pupils as required
· Oversee the management of the school's main parental communication platform
· Produce original and complex correspondence against a broad framework provided by the Headteacher i.e. reports, agendas, minutes, circulars, memoranda and disseminates such appropriate information as directed by the school leadership.   
· To be the lead officer in marketing the school and the development and preparation of the school prospectus and school website.   
· Handle issues, on the Headteachers behalf, often dealing with items of a sensitive or confidential nature
· Update pupil databases and monitors attendance, profiles, admission register and contact details, free meal scheme
· Management of the school lettings procedures.  
· Assist and liaise effectively with external Auditors, customers and suppliers to ensure optimum performance of the school.
· Assist with supervision care and welfare of pupils as required.

Finance 
· Oversee approved financial procedures and provide a link between school and the Multi Academy Trust.

· Approve expenditure within agreed limits as defined in the MATs financial regulations.


· Advise staff on requisition procedures

· Dealing with the day to day financial matters, including Before and Afterschool club Income and debtors, catering reconciliation and purchase card transactions. 


· Human Resources
· To be a named line manager for a small team. Manage, motivate and develop office and site staff for whom responsible. Delivering training to staff as required. 
· Produce recruitment correspondence and documentation, in liaison with the headteacher and central team i.e. Preparation of job information packs, letters to interview, reference etc.
· Maintain the schools single central record ensuring adherence to Keeping Children Safe in Education and Safer recruitment.
· Ensure the appropriate checks and procedures including induction have been followed for all staff
· To be responsible for the development and maintenance of all personnel records and staff CPD.
· Provide all necessary documentation to the central team to ensure all personnel procedures relating to the appointment and payment of teaching and support staff including adendum to contracts take place
· With the support of the central team and Headteacher process sickness absence for teachers and support staff ensuring appropriate documentation is uploaded to the HR system
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection.  Reporting all concerns to the appropriate person.
· Contribute to the overall ethos/work/aims of the school.
· Participate in training, other learning activities and performance development as required.
· Attend and participate in meetings as required.
· Any other duties commensurate with the duties/responsibilities/grade of the post
· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.
· If appointed on the SCP higher entry point you will responsible for supporting Office Manager Induction, lead and support Office Manager school platforms and projects. 
· Provide ongoing coaching and support for Office Managers across Hales Valley Trust. 
Health and Safety
· In line with the MATs health and safety policy and with the support of the central team ensure all statutory obligations are met.
· In line with the MATs health and safety policy and with the support of the central team and H & S consultants support all staff as appropriate, advising on all Health & Safety matters, including measures in the event of emergencies.
· Oversee the production of appropriate records relating to health and safety. Eg Fire safety records, statutory maintenance, health and safety checks
· Arrange for the appropriate maintenance or repair of schools equipment or tools in conjunction with the Site Manager
· In line with the MATs health and safety policy and with the support of the central team carry out risk assessments to ensure effective identification of potential work place hazards.
· Oversee school Compliance portal and direct the Site Manager accordingly
· Work closely with the Site Manager and Headteacher to maintain good site standards by way of carrying out regular site checks and reporting to appropriate channels when action is required. 

Person Specification
[bookmark: _GoBack]
Experience
· Substantial experience of working in a business environment or experience working at middle management level with supervisory experience within a School or Local Authority.
Qualifications / Training
· NVQ Level 3 or relevant subject or equivalent qualification or experience.
· Excellent numeracy and literacy skills.
· Commitment and willingness to undertake further training, assessment and development dependent upon existing qualifications and requirements of the post.
Practical Skills
· Ability to demonstrate knowledge and use a wide range of current ICT systems and packages.
· Ability to interpret advice/ statute and to devise policy/practice in the light of these
· Ability to manage a team of staff
Personal Qualities and Attributes
· A Knowledge of Equality & Diversity issues.
· Ability to understand and relate well to children and adults.
· Ability to organise, lead and motivate staff.
· Ability to motivate, persuade, negotiate and influence others
· Ability to identify own training needs and willingness to participate in training and development opportunities.
· To comply with the Schools commitment to the protection and safeguarding of children.
Additional Information:
 
Hales Valley Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check, and where applicable, a prohibition from teaching check will be completed for all applicants.
 
This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020).  This means that certain convictions and cautions are considered ‘protected’ and do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.  Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website: 
 
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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