	THE PARTNERSHIP TRUST
JOB DESCRIPTION

	POST TITLE:        OFFICER MANAGER (Nov 25)
	GRADE:
6

	RESPONSIBLE TO:
HEADTEACHER

	DATE:  



1. JOB PURPOSE

Under the overall direction of the Head teacher to provide secretarial and administrative support to the staff and Governors of the academy, undertaking a range of financial, personnel and facility management duties and ensuring the efficient operation of the academy administrative and office support systems.
2. MAIN DUTIES AND RESPONSIBILITIES
Administration
1. To provide a confidential secretarial and comprehensive administrative 

support service to the Headteacher and staff of the school including relevant typing, maintaining general and confidential filing systems, making appointments, maintaining a diary and organising the school office to ensure that routine clerical functions are undertaken efficiently;

2. To assist in undertaking other miscellaneous administrative duties such as 

the ordering of materials and resources, receiving deliveries, liaising with outside contractors/suppliers, overseeing of budget arrangements for school trips and transport, insurance, administering the school’s letting policy and generally ensuring the smooth administration of the school in its contact with the outside world;

3. To oversee office management systems, to ensure a reception and telephone enquiry and answering service is provided; all visitors and callers are dealt with promptly; enquiries handled and information provided in courteous and friendly manner, issuing visitor passes and assisting to maintain security at the school;

4. To be the initial contact on Health and Safety matters within the school 

reporting any issues to the Headteacher, undertaking minor first aid responsibilities where appropriate and ensuring sickness is reported as required and emergency services called if necessary;

5. To manage the administrative function including the administrative ICT 

facilities, school reception, reprographics, records and telephones, including providing support to the admin staff providing classroom admin;

6. To be responsible for the systems and general management of the School’s administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerisation of the administrative accounting and record system;

7. To provide for the preparation and production of all school records and publications;

8. To ensure that registers and documentation are accurately maintained, pupil movements recorded, admissions procedures undertaken, records despatched whenever necessary and statistical returns made as and when required;

9. To be responsible for obtaining the necessary licenses and permissions and ensure their relevance and timeliness;

10. To produce allocated statistical returns and reports when required for the Trust, DfE and LA, eg School Census, Workforce Census;
11. To monitor and maintain compliance with GDPR and other data protection legislation, in line with Trust data protection policies, ensuring staff within the school meet their statutory duties.
12. To undertake other appropriate duties at the request of the Headteacher and/or Governors and in the absence of the Headteacher to deal with day to day problems as they arise reporting situations to the Deputy Head or other members of staff as appropriate and assuming a key holding function when appropriate.
13. Handle difficult situations and issues with sensitivity and calm ensuring you are always aware of the safeguarding of our pupils, data protection issues and the need for strict confidentiality at all times. 
Admissions 

1. To arrange prospective parent visits to the academy for the Head teacher 

2. To maintain Bromcom information, ensuring that the emergency contacts lists and class lists are up to date and accessible to staff.   

3. To be responsible for ensuring all academy admission packs are kept up-to-date and distributed and oversee production of prospectus.
General Administration

1. Administer daily registers and maintain bookings system.

2. Administer daily academy meal orders liaising with meal provider in a timely fashion.

3. Administer the academy end of day arrangements as per procedures.

4. To maintain the academy diary, academy calendars and liaise with the leadership team.

5. Ensure the academy emails are checked every morning and then regularly thereafter during the day and forwarding messages to appropriate staff.  

6. Maintain parent/carer contact lists and make available to the academy staff as appropriate. 

7. To be responsible for the severe weather/emergency academy closure notification system 

8. Make appointments for the Head teacher and teaching staff as requested

9. To compile letters/documents as requested by staff.  

10. Produce and distribute the weekly academy newsletter, in the absence of the Admin Officer
11. To arrange meetings with parents and other individuals as requested. 

12. To be involved in the administrative support for any recruitment and selection process to be completed by the academy, as per the instructions of the Head teacher/Chair of Governors. This includes completion of relevant safeguarding checks, completion of payroll forms.

13. To be responsible for organising and managing the administrative procedures relating to in-year admissions, pupil records, and pupils with SEND (under the direction of the SENDCo).  

14. To ensure that all appropriate records are maintained and necessary statutory returns are completed and submitted by the set deadlines.  

15. To manage an School Information Management System  or record keeping processes (Bromcom) and to attend training courses as necessary to keep up to date with the systems   

16. Complete in a timely manner the Bromcom end of year procedures that lead to the academy being promoted for the next academic year 

17. To be responsible for the pupil returns required by the Trust, Local Authority and DFE 

18. Distribute the incoming post after sorting it and be responsible for the administration of the academy’s post.  
19. To assist in undertaking other miscellaneous administrative duties such as the ordering of materials and resources, including receiving deliveries, liaising with outside contractors/suppliers and generally ensuring the smooth administration of the academy in its contact with the outside world.
20. Participate and contribute to meetings which relate to the schools management, administration or organisation;
21. To supervise the pastoral care of pupils as appropriate (in relation to accident and illness) as part of the role of a school employee;
Finance
1. To be responsible for the effective management of the Trust’s financial administration procedures, including responsibility for compliance with financial regulations;

2. Monitoring the monthly expenditure and advising the Headteacher/LGB/Trust Business Director of possible under/over spending whilst providing options for varying expenditure;

3. Identify the need for, select and manage the ordering of supplies and equipment for the school including the issuing of invoices and ensuring settlement of accounts;

4. Preparation of work specifications for tender and assisting with the                             selection of contractors in liaison with the Headteacher, in line with Trust procurement procedures;

5. Preparation and maintenance of such reports, records and accounts as are required in conjunction with the School’s computerised accounting system;

6. Ensuring the proper collection, reconciliation and banking of any monies received by the School;

7. Ensuring all expenditure is correctly coded to ensure maximum use of all budgets and grants;

8. Managing procurement and ensure value for money in line with Trust policy and procedure.
9. Maintaining an assets register and inventory;

10. The administration of orders and invoicing;

11. The administration of petty cash and other accounts, including school fund and overseeing Parental income
12. Other minor, delegated financial clerical functions.
13. Adhere to the Trust’s Financial Regulations and Procedures Manual.
14. To see opportunities for fundraising and bid writing
15. Monitor parental debt balances, chasing as necessary. 

Personnel and Staffing
1. To ensure effective operation of payroll and HR at school level.
2. To be responsible for the sending all new starter paperwork and other documents relating to staff employment to the central Trust HR team.
3. To maintain and update personnel databases, including absences. 

4. To liase with the Headteacher on personnel issues, informing the Trust Business Director and HR team as appropriate;

5. Completing and submitting monthly timesheets for staff and supply teachers;

6. To ensure appropriate personnel administration, including filing is kept up to date.
7. To liaise with the Trust HR to ensure that appropriate clearance for new staff is received, medical checks, safeguarding checks, references and that the Single Central Record is maintained accurately, to be responsible for DBS checking.   
8. To carry out an SCR audit with the Governing Body, three times per year with Head Teacher.

9. To be responsible for the maintenance of confidential staff records;
Estate Management
1. To support the Site manager and Headteacher that all compliance checks within the school are completed, keeping records of visits and actions required.

2. To oversee the letting of the school premises to outside organisations and 
school staff, and for the development of all school facilities for out of school use, with particular reference to the local community;
3. To implement risk management and loss prevention strategies in the school to reduce risk liaising with the school Site Manager; manage cleaners/cleaning contract.
4. To ensure the maintenance of the School site and buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property liaising with the school Site Manager;

5. To ensure records of regular fire practices and alarm tests are kept and emergency procedures are current and timely. To ensure the school is up to date with current fire regulations and that practice is communicated, monitored and reviewed as appropriate;

6. To ensure, alongside the Site Manager, the upkeep and maintenance of playing fields, gardens, playgrounds, boundaries, footpaths, roads and rights of way;

7. Purchase of all furniture and fittings;

8. To manage service contracts, informing the Headteacher when a contract needs to be reviewed;

9. Keep up to date with Health & Safety regulations;

10. Ensure alongside the SLT and LGB, effective health and safety procedures are in place in relation to students, staff, visitors, contractors and others who use the school;

11. Implement effective risk assessment tools and ensure the Site Manager uses them to reduce hazards within the school;

12. To ensure alongside the Headteacher that an up to date disaster recovery plan, is in place within the school.
13. To ensure alongside the Headteacher that an up to date business continuity plan, is in place within the school.
14. To ensure alongside the Headteacher that an up to date asset management plan, is in place within the school.
15. To ensure alongside the Headteacher that an up to date risk register, is in place within the school.
16. To ensure alongside the Headteacher that risk assessments are in place where appropriate and reviewed on a regular basis plan, is in place within the school.
3. QUALIFICATIONS AND EXPERIENCE
Essential 
· The post holder should possess a minimum of 5 GCSE passes at Grade C or above including Maths and English Language. 
· Evidence of advanced word processing/spreadsheet training and experience.

· At least three years office experience
· Knowledge of financial and accounting procedures
· Good communication and inter – personal skills and high degree of initiative

Desirable
· NVQ 4 or Degree or equivalent qualification
· School experience

4. PHYSICAL EFFORT
The postholder will be expected to undertake manual work associated with office and premises management, bending, stretching and lifting in the course of their duties, e.g. maintaining information boards, assisting pupils in need of pastoral care, filing and archiving, work associated with maintaining office equipment, inventory and taking delivery of stock.
5. WORKING ENVIRONMENT
During occasional periods there will be an expectation that the postholder will be exposed to heat and cold which on occasions, for example adverse weather conditions, may be higher than normal.  The postholder will spend a considerable time working at a computer/VDU screen.
6. GENERAL
1. Comply with and assist with the development of the policies and procedures relating to finance, health and safety, security, confidentiality and data protection, reporting all concerns to the Headteacher;

2. Be aware of and support difference and ensure equal opportunities for all;

3. Contribute to the overall ethos/work aims of the school;

4. Establish constructive relationships and communicate with other agencies/professionals;

5. Attend and participate in regular meetings;

6. The postholder will be required to promote, monitor and maintain health, safety and security in the workplace. To include ensuring that the requirements of the Health and Safety at Work Act, COSHH, and all other mandatory regulations are adhered to;

7. OTHER INFORMATION

The Partnership Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced Disclosure and Barring Service Certificate is required for this post prior to commencement.

The postholder will be expected to undertake any appropriate training and other learning activities and performance development as required by the Authority and/or School to assist them carrying out any of the above duties.

The postholder will be expected to contribute to the protection of children as appropriate, in accordance with any agreed policies and/or guidelines, reporting and issues or concerns to the Headteacher.

This job description only contains the main accountabilities relating to the post and does not describe all of the duties required to carry them out.

