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Office Manager and PA to Headteacher 
	Pay Grade
	H7

	Responsible to
	Headteacher

	Hours
	37 hours per week

	Weeks per year
	Term time only (up to 3 days’ time in lieu can be taken during term time, with the approval of the Headteacher)



PURPOSE OF THE ROLE
In this key role you will be responsible for the administrative team and will be pivotal in the effective and smooth running of the school, whilst providing secretarial support to the Head Teacher.  
While the role is predominantly term time, there may be a need to be available during school holidays for no more than three days. This can be discussed in conjunction with the Head.  
KEY ACCOUNTABILITIES
Office Manager
· Support in the daily running of the school office and lead and manage the office administrative staff with duties such as but not limited to;  
· Respond to parent enquiries in a timely manner.  
· Manage incoming and outgoing post.  
· Manage visitors and guests to ensure a personal, friendly and welcoming experience for anyone coming into the office in accordance with safeguarding procedures.  
· Support with incoming deliveries and pack away accordingly 
· Manage the school calendar and support in organising events, visits and school trips.  
· Manage the Free School Meals and Universal Free School Meal registers.  
· Assist parents to apply for FSM and promote FSM applications.  
· Organise after school clubs, receiving monies and keeping detailed registers, liaising with staff 
· To create and monitor online payments for clubs and school meals and to chase outstanding balances  
· To undertake administration of exclusions/internal exclusions 
· Management of meeting rooms / bookings for external partners (e.g. Support workers).  
· Send communication with parents when directed.  
· Manage the updating of all school publications including the school prospectus and staff handbook. 
· Use a range of software to ensure the consistent and efficient running of the office and support staff and parents in suing these (such as Arbor MIS) 
· To assist with marketing and promotion of the school as and when required.  
· In liaison with School Business Manager and Headteacher, monitor the school mailbox during school holiday times. 
Admissions 
· To lead on the process of applications for school admissions, including new reception cohorts each academic year, in accordance with the School’s admission procedures.  
· Maintain waiting lists and liaising with external agencies, schools and the local authority.  
· Ensure all new pupil details are entered on the school’s data management system, class lists updated and obtain the Common Transfer File from the previous school with the UPN reference number 
· Collate information received back by parents as part of their induction information and share with school staff.  
· Provide termly Pupil Census and annual School Workforce Census including liaison with the DfE and Local Authority. 
Attendance  
· Act as an attendance officer and hold weekly meetings with the Designated Safeguarding lead to review attendance of pupils and apply appropriate actions in line with polices.   
· With the headteacher, ensure the Attendance policy and procedures are up to date and in line with government guidance.  
· Manage registers and ensure registers are taken in AM/PM slots and reminders to be sent to teaching staff if not completed accurately or on time.  
· Record pupil absences and ensure appropriate actions are taken in line with procedures and policies. 
· Produce analysis and reports for stakeholders on attendance.  
· Any other duties commensurate with the role.  
School Website 
· To oversee the content of the school website and upload documents as and when required. 
PA to the Head
As PA, you will be responsible for all PA duties in support of the Head. This includes, but is not limited to: 
· screening phone calls, enquiries and requests and handling them when appropriate. 
· meeting and greeting visitors at all levels of seniority. 
· organising and maintaining calendar entries for the Head whilst protecting ‘desk time’. 
· dealing with incoming emails and post. 
· producing documents, papers, reports and presentations. 
· organise meetings and ensure the Head is well prepared for meetings, preparing 
· agendas, pre-meeting briefings and meeting papers and taking minutes. 
· liaising with suppliers, staff and parents as appropriate. 
· maintain office systems, including data management and filing. 
· any other duties as may be reasonably required in support of the wider Operations 
General responsibilities
· Safeguard and promote the welfare of children and young people.
· Support and promote equality, diversity and inclusion.
· Maintain confidentiality and professional standards at all times.
· Participate in professional development and training.
· Undertake any other duties commensurate with the grade and responsibilities of the post as reasonably directed by the Headteacher.

The school 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 applicant will be required to undertake all relevant safeguarding checks, including an enhanced Disclosure and Barring Service (DBS) check.

Operational Team Leadership structure 
	Headteacher

	Business Manager

	Office Manager and Head PA
	Catering Manager
	Site Manager
	Wraparound Care team

	Amin Officer
	Kitchen Team
MSA Team
	Assistant Caretaker
	After School Club and Breakfast Club Assistants



I confirm my acceptance to the job description above:
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Date:
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