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Senior Office Manager Job Description


	Post
	  Senior Office Manager

	Responsible to
	  Headteacher

	Salary 
	  Grade 4

	Location
	

	Working Pattern
	

	Disclosure Level
	Enhanced DBS
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Job Purpose

· The postholder will strategically manage clerical and administrative support to the Headteacher and school to enable the delivery of a professional and efficient administrative service.
· Work collaboratively with the Senior Leadership Team to support the strategic vision and leadership of the school.
· Responsibility for the day-to-day operation and management of the reception office.

Principle Responsibilities

Line Management

· Supervise and plan the day-to-day work of the administrative function of the school office. 
· To manage other administrative and related support staff, including carrying out appropriate performance management, disciplinaries, and other relevant line management responsibilities.
· To manage the efficient and effective running of the school office. 
· Contribute towards the planning, development and organisation of the support service systems, procedures and policies.
· Assist with the appointment and induction of the admin team.

Administration

· To be the focal point of the school for staff, parents, children and visitors, ensuring a friendly, welcoming and efficient environment. 
· To act as a first point of contact within the school to filter enquiries efficiently and appropriately, including all visitor checks and health and safety processes are in place to monitor entry in and out of the building.
· Manage the efficient and effective running of the school office, devising new processes as necessary.
· Oversee accuracy of information on school website including information required by Ofsted.
· To accurately complete each school census as required by the Department for Education, to ensure that the school maximises the pupil funding available.
· Oversee and organise the management of admissions procedures in partnership with the local authority and school criteria, maintain waiting lists if appropriate, and allocate spaces in line with the schools admissions policy.
· Booking pre-planned supply requirement, details supplied by SLT through the staff calendar.
· Support whole school events such as parents’ evenings, open evenings and attend operation meetings where necessary.
· Ensure effective data management under GDPR and liaise with additional stakeholders within the Trust in relation to subject access and freedom of information requests.
· Liaising with support services in relation to pupil welfare.
· Liaising with staff for organising school visits, camps and extra-curricular activities.
· Support with the administration of medicine and first aid.
· Engage with any necessary administrative duties.

Human Resources 

· Management of HR processes within school, including administration of employment contracts, references, appointment forms, recruitment etc.
· To accurately maintain the Single Central Record in line with KCSIE guidelines. Attending annual reviews of the record and acting on any advice or recommendations given.
· Responsible for maintaining accurate records of staff absence in line with the MAT staff absence policy.

Finance

· Process orders and invoices following the school’s purchasing policy and procedures.
· Ensure invoices received by the school are supported through the completion of a goods received note and approved purchase order on the finance system.
· Ensure the school’s payment system is up to date for pupils and staff and that any outstanding monies are chased and collected in a timely fashion.

Support for the School

· To adhere to the ethos of the school, promoting the agreed vision and aims.
· To set an example through personal integrity and professionalism.
· All staff are expected to recognise and value differences and always show dignity and respect.
· To attend training, meetings and events, as directed within working hours.
· To engage with the professional development required to fulfil the role, proactively securing the subject knowledge and skills required for the learning activity. 
· As the Trust is committed to personal and organisational development, the post holder is encouraged to identify job-related development needs and opportunities and discuss these with their line manager.
· To proactively engage with the MAT Professional Growth Policy, taking advantage of opportunities to visit and learn from other schools within and outside of the Trust in order to develop the practice within the school setting.
· To be flexible in the deployment across the school where needed, depending on the needs of the pupils. This could involve working with groups, pairs or individuals as needed.

General

· Be proactive with maintaining safety of pupils and their environment, adhering to policies/risk assessments and reporting/raising issues of concern.
· Be school liaison to raise day-to-day issues with external suppliers and/or contractors.
· Contribute to the behaviour management of pupils, promoting school policies and the implementation of school strategies.
· To establish and maintain positive relationships with all pupils.
· Effective and professional communication with colleagues.
· Adhere to the MAT IT Acceptable Usage Policy and maintain up to date knowledge of the use of the MAT IT systems such as Google Drive and email.
· To have a responsibility for promoting and safeguarding the welfare of pupils within the school.
· Adhere to the safer working practices within the school. 
· As employees of Robin Hood MAT, all staff must ensure they are familiar with the policies of the Trust and the School which are relevant to their role.

Undertake any other duties as deemed appropriate within the grade and nature of the post to support the needs of the school or in line with updated Government Guidance.




Safeguarding Statement
Robin Hood Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced DBS check.

[bookmark: _Hlk219905229]This appointment is with Robin Hood Multi-Academy Trust. The job description forms part of the contract of employment of the person appointed to this post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the trust in relation to the post-holder’s professional responsibilities and duties.

The appointment is subject to the terms and conditions outlined in the ‘Robin Hood MAT Contract

Person Specification

Method of Assessment (MOA)

	AF - Application Form
	C - Certificate
	I - Interview
	T - Test or exercise
	P - Presentation




	Criteria
	Requirement
	MOA

	Education / Qualifications
NB: Full regards must be paid to overseas applications.
	Essential

A* - C in English or equivalent. 
	

AF / C

	Experience
Relevant work and other experience
	Essential

Experience in an administration environment.

Experience of Microsoft packages.

Experience of Google.

Experience of using database applications.

Experience of reception work.

Preferred
Competent knowledge of running census in school

Sound knowledge of school policies and processes

Previous experience in line management

Previous experience of working in a 
school office environment.

Proficient use of Arbor

	

AF / I

AF / I / T

AF / I / T

AF / T

AF / I


AF / I


AF / I


AF / I

AF / I


AF / I

	Skills and Ability
E.g. written communication skills, dealing with the public etc.
	Essential

An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016.

Able to communicate effectively and accurately both verbally and in writing.

Ability to communicate in a clear and concise manner both on the telephone and face to face.

Ability to write clear letters and reports.

Ability to complete work to the required standards of accuracy and presentation.

Ability to maintain and develop effective working relationships with a wide range of people.

Ability to work on own initiative with minimal guidance from Head Teacher.

Knowledge of standard office procedures.

Knowledge of standard office equipment.

Preferred
Single Central Record administrative experience.

Safeguarding and Keeping Children Safe in Education knowledge.

Experience of implementing organisational HR processes. 


	

AF / I




AF / I / T


AF / I / T


AF / I 

AF / I 


AF / I 


AF / I 


AF / I 

AF / I 


AF / I


AF / I



AF / I
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