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Brize Norton Primary School
We SHINE for ourselves and others with kindness
Striving, Helping, Inspiring, Nurturing, Excelling
Station Road, Brize Norton, OXON, OX18 3PL           Headteacher: Mrs R. Jones 






Job title: Office Manager: Administration & Organisation Assistant 
Salary and grade: FTE £30,559	Actual salary £22,754		Grade 8 
Hours: 32.5 9am-4pm (with 30 min unpaid lunch break)
School: Brize Norton Primary School

Main purpose of the job
· Be responsible for organising and supervising administrative systems within the school.
· Contribute to the planning, development and monitoring of support services within the school.
· Manage the Main Office Staff, including commissioning and delegation of relevant activities.
· Provide assistance with premises and financial issues to the Head Teacher and Leadership Team.
· To deal with complex reception/visitor matters.

Organisation:
· Be responsible for the planning, development, design, organisation and monitoring of the relevant support service and whole school systems/procedures/policies.
· Liaise with SLT to ensure recruitment/induction/appraisal/training/mentoring systems for staff.
· Lead the organisation of school visits, events and visitors.
· Lead, manage, supervise, train and develop administrative staff as appropriate. 
· Lead, manage, supervise the school’s caretaker/site manager. 

Administration:
· Take a lead role in the development and maintenance of record/information systems.
· Provide data/and produce detailed reports/information as required for the Headteacher and governors.
· Produce, and respond to, complex correspondence.
· Provide organisational and complex advisory personal support to other staff.
· Provide organisational and administrative support to the Headteacher and Governing Body.
· Manage complex administrative procedures.
· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies eg. DfES.
· Manage the administration of Personnel issues and files.
· Support Headteacher with recruitment in line with Safer Recruitment procedures. 

Resources:
· Provide advice and guidance to staff and others on complex issues.
· Undertake research and obtain information to inform decisions.



· Take a lead role in procurement along with ODST.
· Manage service contracts.
· Manage school licences and insurance.
· Manage facilities including premises, lettings and associated income, building and projects etc.
· Organise outside contractors for works in school.
· Manage financial administration procedures.
· Health and Safety management – monitor online H&S System (Smartlog), prepare for annual audit.
· Implement and monitor the schools Health and Safety policy and act as the school’s Health and Safety Co-ordinator. Action outcomes from audit within specified timescales.
· Ensure awareness and understanding of the main health and safety issues specific to the school and how they impact on students, staff, visitors and contractors.

Responsibilities:
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Maintain an up-to-date SCR.
· Be aware of and support differences and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Develop constructive relationships and communicate with other agencies/professionals.
· Share expertise and skills with others.
· Participate in training, INSETs and other learning activities and performance development as required.
· Recognise own strengths and areas of expertise and use these to advise and support others.

Finance Responsibilities:
· Undertake complex financial administration procedures.
· Promptly and accurately process invoices and finance documents.
· Liaise with the finance officer as required.
· Ensure the school claims all payments due to it to maximize the school’s income.
· Be responsible for the effective management of financial administration procedures, including responsibility for compliance with financial regulations.
· Assist in the constant enquiry into means of improving the resources and achieving best value.

General Duties:
· To undertake and be compliant with own Health and Safety responsibilities.
· To undertake any duties as may reasonably be required commensurate with the post level.





The Authority retains the right to implement changes in job descriptions to reflect changes in the demands of the post and this will be done in consultation with you.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  

Employees will be expected to comply with any reasonable request from the Headteacher to undertake work of a similar level that is not specified in this job description. 

Employees are expected to follow the School’s Code of Conduct and be courteous to colleagues and provide a welcoming environment to visitors and telephone callers. 

Everyone within Brize Norton Primary School has a responsibility for, and is committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm.

Responsible to: The Headteacher

The job description may be amended at any time after discussion with you.

Signed:

________________________________                      _________________________________
	          Headteacher							Employee

Date: 
[image: ][image: ][image: ][image: ]Contact
Office: 01993 842488
Email: office.2250@brize-norton.oxon.sch.uk
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