
[image: image1.jpg]Alderman
Knight





Job Title: Office Manager 

Responsible to: Head teacher 

Hours: 37 hours term time + 15 days during school holidays

Grade G
Duties and Responsibilities

General Duties

· To be responsible for management of the office team  

· To work with senior team to ensure efficient management of school finances, personnel and other administrative functions determined by the head teacher and deputy head.

· To support the work of the head teacher and deputy 

· Contribute to the development and implementation of the overall ethos and aims of the school

· Be aware of, and comply with, all policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person

· Represent the school in a professional and positive manner at all times

Main responsibilities and tasks
Financial Management

· To process orders and invoices.  Check goods are correctly delivered, trouble shoot as necessary and deal with queries by staff.
· Be responsible for ensuring that efficient and safe procedures are maintained by all staff concerning collection, security and distribution of cash.

· Be responsible for effective management of the school’s private fund, including responsibility for compliance with financial regulations, including keeping records, accounts and making arrangements for the private fund to be audited.

· Be able to place orders and pay bills from the school fund.

· Ensure School Fund Debit card is used appropriately 

· Be responsible for monies collected in respect of school outings, activities and any other events that require the collection of money.  Ensure computerised logs of payments are kept up to date and chase debts as required.

· Be responsible for the Petty cash system of payments and collection of cash.

· Be responsible for ensuring banking of school funds.

· Assist in the purchase of commodities for use within the school and ensure the integrity of school orders for goods and services.

Human Resources

· Manage and complete on line DBS applications on behalf of the head teacher.

· Maintain the single central record.

· Ensure new members of the office staff are fully trained and inducted on the use of office and ICT equipment.

· Manage the day-to-day duties of office staff and assist in identifying and addressing of training and development needs.

· Participate in the recruitment, selection and appointment of administrative staff

· Ensure that all staff personnel matters are properly dealt with including the secure storage of all staff records.  To assist in resolving personnel matters and conditions of service queries.

· Oversee administration for new staff appointments, volunteers, students and work experience placements.

· Ensure that all relevant personnel documents are issued and returned. New staff entered on e-form system and ensure GCC have all information needed.  Deal with queries pertaining to new staff.

· To maintain staff information records, update salary changes and increments for staff as instructed by head or deputy head.

· Complete workforce census.

Senior team support and communication

· Respond directly to staff, parents and members of the public on the head teacher’s behalf.

· Receive, filter and respond to phone calls for the head teacher.

· Arrange meetings on behalf of the leadership team and in discussion with them.

· Greet and welcome visitors to the school on behalf of the leadership team when required.

· Support the work of the Senior Team by answering correspondence, producing documentation, arranging meetings and circulating information

· To assist with the recruitment of new staff and ensure effective management of the school recruitment email address, response to candidate queries, securing references, compiling interview packs and follow and utilise Safer Recruitment guidelines. 

· Maintain and update the Induction documentation for new staff members in liaison with the head and deputy
· Attend and minute meetings as required
Administration

· To organise the school office and arrange the necessary systems for administration, communication and record keeping.

· To oversee the computerised pupil information records [sims, attendance, parent pay etc]

· To use Sims,  parent pay and other systems as required due to staff absence

· To oversee the running of mini bus, safety checks, insurance, mot, tax.  Record staff driving tests when necessary and driving document checks.

· Oversee and ensure an inventory of all school equipment is maintained.

· Attend relevant meetings as required to keep up to date on new initiatives and gain useful information from staff of other schools in the area.

· Hold regular office meetings  
· To attend and take minutes of whole school staff meetings

Other responsibilities

· To liaise as necessary with Governors, visitors, contractors, suppliers, parents, pupils, staff members and external bodies.

· Assist the Clerk of Governors with any administration associated with the Governing Body

· To have a wide knowledge of the educational system and keep abreast of developments.

· To undertake any other appropriate duties as necessary for the efficient running of the school office

· Participate in training opportunities and professional development as required

· Be flexible, able to work with interruptions and willing to take on new procedures and technology as required

Desired Qualifications/ Experience/ Personal Qualities
· Experience/ qualifications that will support the financial management of the role (see Job description) 
· Good understanding of methods of procurement – ordering, purchasing, value for money

· Experience/training in office procedures

· Administrative management experience to support the day-to-day management of an educational establishment

· An ability to build positive relationships with students, colleagues and other professionals 

· Ability to effectively lead and manage a team 

· Ability to work independently and under pressure 

· Strong administration and organisational skills

· Good verbal and written communication skills
· Good Interpersonal Skills
· Ability to use financial packages but particularly FMS, 
· Confident in the use of SIMS, Word, Excel

Supervisory responsibility – Office staff

Line management and supervision received – from Head teacher and Deputy Head

This job description is not necessarily a comprehensive definition of the post, and the post-holder may be required to undertake such other tasks appropriate to the level of appointment.
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