Office Services Manager



About this Role
The successful candidate will be responsible for managing the school’s reception desk and office, supporting staff, parents and children, and ensuring the efficient running of the school's administrative, data, HR, finance and premises/health and safety functions. 
As the only member of the office team you will be supported by the Executive Headteacher and the Central Team of the Trust. 

Some of the day to day duties will include:-

Administration
· Implementing systems in line with the Trust guidelines as the school grows.
· Letters and communication with Parents
· Running the reception desk, dealing with visitors, answering telephone and email queries.
· Arranging educational visits
· Keeping up to date records and registers for our Nursery cohort

Data
· Maintaining the MIS system containing children and staff data
· Completing school census and workforce census
· Monitoring pupil attendance
· Entering nursery children onto Local Authority funding database

HR
· Assisting with the recruitment of staff, DBS checks etc
· Recording contract changes, absences and claims for staff
· Updating and maintaining the school Single Central Record
· Monthly payroll reconciliation

Finance
· Procurement and the processing of orders and invoices.
· Raising invoices and recording income
· Administering  school credit cards
· Assisting with budget building and monitoring processes

Premises/Health and Safety
· Organising lettings of the building
· Assisting with risk assessments
· Arranging /assisting with premises checks with the Caretaker
