Woolenwick Junior School
TITLE OF JOB
:
SCHOOL OFFICE MANAGER
LOCATION
:
SCHOOLS

GRADE
:
H 6
1. JOB OUTLINE

1 a) REASON JOB EXISTS

To provide leadership to the school’s administrative/financial management systems and administration staff including the finance secretary
1 b) MAIN AREAS OF RESPONSIBILITY

· Manage the school’s administrative and finance management staff.

· Lead the planning, design, organisation and monitoring of support systems, procedures and policies.

· Lead the development and maintenance of the school’s records and information systems.

· Manage the governing body’s responsibilities for health and safety.
· Manage schools HR records, for example, personnel records and Single Central Record etc
· Manage the design and delivery of the school’s marketing and promotion strategies

In addition to, as and when required;

· Undertake reception duties including response to telephone and personal enquiries.

· Assist with pupil welfare matters, including contacting parents and staff.

· Provide clerical support, this to include photocopying, filing, email and answering routine correspondence.

· Maintain manual and computerised records.

· Undertake typing and word-processing, and take notes of meetings.

· Carry out administrative tasks, including processing work and equipment orders, and maintaining and collating pupil records.

· Complete and submit statutory and other data to the senior leadership team, governing body, the LEA and external agencies (including governing bodies) as required.

1 c) EQUALITIES

Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

1 d) COMPLIANCE
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

1 e) CRIMINAL RECORDS BUREAU 

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 f) ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
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3. SUPERVISION

The jobholder is managed by a member of the Senior Leadership Team.

The jobholder manages a small team of finance, administrative and secretarial staff.

4. JOB CONTEXT

The job holder is responsible for all of the school’s financial management administrative, reception and back-office functions.

Work will be generated by the headteacher, senior leadership team members and by parental and governor enquiries.  The requirements of government and other external bodies, including the LEA, will be routinely passed to the jobholder.

5. CONTACTS

The jobholder will work with all members of staff in the school and have contact with parents, governors and the LEA.

6. KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of working in an office environment at senior level.

· Excellent numeracy and literacy skills.

· Evidence of accredited learning at NVQ 4 or equivalent relevant to the post.

· Knowledge of procedures and regulations relevant to leading a support function.

· Evidence of developing ICT systems to improve administrative and financial systems.

· Ability to organise, lead and motivate staff.

· Understanding of the needs of children.

7. PROBLEMS AND DECISIONS

The LEA has an integrated finance, HR and procurement system.  The jobholder must review and organise the school’s administration and budget monitoring procedures in order to ensure that the school complies with the requirements of the system.

8. SCOPE
The jobholder manages the finance and administration team and monitors expenditure of about £1 million on behalf of the governors and headteacher.
The school has an administrative team at grades between H1 and H6

Please tick to confirm this questionnaire has been agreed by the department and any job holder(s)








Administration Manager or Office Manager

