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Office Manager Job Description
Pay Grade: H7

Purpose of the Role:

To provide leadership to the school’s administrative systems and staff.

The Office Manager will:
· Be  responsible for the daily running of the school office
· Provide high quality professional administrative support to the Head Teacher, Assistant Head Teachers, teachers and governing body.
· Be fully involved with the provision of an efficient, warm and welcoming reception area of the school.
· Possess good interpersonal skills and be a supportive and efficient communicator with colleagues at all levels, parents and children.
· Manage the administrative and finance functions within the School.
· Manage a small team to ensure that tasks are completed and prioritised as necessary.
· Possess the necessary skills to work with the Head teacher.
· Ensure that the office offers a welcoming environment for parents, visitors, staff and pupils.

Responsibilities:

· Plan, develop, organise and monitor support systems and procedures.
· To demonstrate a creative flair in developing new systems to streamline office procedures to maximise effectiveness.
· Lead the development and maintenance of the school’s records and information systems.
· Provide support, advice, guidance on administrative issues to senior staff, governing body and others.
· Manage the school’s contracts with external providers of services and equipment.
· Maintain recording and information systems including all staff.
· Manage the school’s financial administration, budget monitoring and use of premises.
· Operate bespoke School information systems.
· To deal with incoming correspondence and emails dealing with enquiries from parents, staff and pupils as promptly as possible.
· To act as a link between the school office and the Head teacher.
· To oversee local financial matters including petty cash, non-uniform days, collections etc.
· To develop a system whereby best value is proven when ordering supplies.
· To develop and increase the school’s income including through the increase in premises hiring.
· To promote equality of opportunity and anti-discriminatory practice.
· To comply with Child Protection procedures reporting any concerns immediately.
· Maintain and develop the school website together with ensuring it is compliant with statutory requirements providing accurate and up to date school information.
· To follow Health & Safety and Data Protection procedures.
· Liaise with other staff, pupils parents, carers and external agencies
· Develop and maintain recording and information systems including personnel staff
· Undertake analysis and interpretation of data and produce detailed reports 
· Be responsible for completion and submission of forms, returns, etc. including those to outside agencies
· Produce and respond to correspondence
· Arrange for payment of invoices for stocks, including checking supplier statements
· Manage administrative staff and premises staff
· Oversee Pupil Admissions to the school 

Management Information Systems:
· Management of all aspects of the maintenance and development of the School Information Management System (SIMS) including developing the skills and competency of staff using the system
· Ensure data collection systems are up to date and provide timely and effective data information to relevant stakeholders

Human Resource Management 
· Manage the administration processes and procedures to support the recruitment, performance management, staff wellbeing, and retention of staff ensuring up to date practices are in place. 
· Issue all contracts of employment and changes to employment terms 
· Manage staff absence, reporting and monitoring absence 
· Input payroll amendments onto the HCC system within the required deadlines checking, that all amendments are appropriate and correctly authorised. 
· Regularly check that the school payroll (nominal roll) is correct and matches the employment records of employees and the SIMS database records. 
· Prepare and submit the annual School workforce census within defined timescales. 

Marketing: 
· Ensure that the administration team provide a friendly, professional and efficient first point of contact to all pupils, parents, staff, professionals and visitors to the school. 
· Maintain accurate and up to date communication systems with all stakeholders 
· Ensure that the website is an effective marketing and communication tool by ensuring it complies with all statutory requirements and best practice, and provides accurate and up to date information about the school

Financial Management and Administration 
· Ensure the school financial administration and budget monitoring processes are effectively and accurately fulfilled including the timely and accurate recording and monitoring of income and expenditure and raising of invoices, effective segregation of financial duties, and secure cash handling 
· Maintain the contracts register to ensure the accurate recording of contract terms and implementation of system for the regular review and monitoring of contracts, services, school licenses and insurance
· Manage and monitor the online payment system promoting its use to parents wherever possible 
· Manage lettings and the use of premises for the use of outside organisations and local community 

Safeguarding 
· Manage the single central record and DBS applications to ensure that all staff and visitors comply with the requirements of the disclosure and barring regulations relating to safeguarding
· Ensure that all visitors, contractors and professional advisors visiting the school are aware of and comply with the school’s safeguarding requirements. 
· Be part of the school’s ‘first response’ in the event of a member of staff requesting immediate assistance. 
· Assist with pupil welfare matters including liaising with pupils, staff, parents and carers and administering first aid.
· Manage the governing body’s responsibilities for health and safety.

	Knowledge / Experience
Experience of working in an office environment at a senior level.
Good knowledge of ICT packages and systems (word, power point, Excel, SIMS, FMS) 
Evidence of accredited learning at NVQ level 4 or equivalent and as relevant to the position
Understanding of the school ethos and values
Knowledge of administration policies and procedures
Level 1 Safeguarding 
Excellent numeracy and literacy skills.
Knowledge of procedures and regulations relevant to leading a support function.
	Competencies 
Communication (written and verbal)
Listening 
Monitoring
Analytical Thinking 
People Management
Influencing 
Finance / Budget management 
· Ability to organise, lead and motivate staff.
Understanding of the needs of children. 
· 





Grievance and Disciplinary Procedures
Any grievance or disciplinary procedures will be dealt with under the model adopted by the Governing Body of the School.

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

Health and safety
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.


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 DBS as part of Hertfordshire County Council’s pre-employment checks

This role will be reviewed annually as part of the PMD process.

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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