TUNBRIDGE WELLS GRAMMAR SCHOOL FOR BOYS

JOB DESCRIPTION
Job Title:

Office Manager
Responsible to:
School Business Manager
Purpose of the post:

The Office Manager will take responsibility for leading, organising and supervising the School Office team to deliver a professional, efficient and cost effective administrative and communication service. A proactive approach to developing the team members’ ability to achieve high professional standards within the team, both individually and collectively, is a core focus. 

Supervision:

Direct supervision is minimal – organisation of own workload and priorities is required on a day-to-day basis using own initiative and knowledge of work. Due to the routine of schools, the workload may not be evenly spread throughout the year. 

Overall Responsibility
· To manage the running of the School Office in order to facilitate the smooth functioning of the School on a day-to-day basis. Finding efficient solutions to all aspects of the administrative and communications processes. 
· To monitor and develop the procedures and systems of administration throughout the School, ensuring that the needs of the School are met, giving the School a positive image in the local community. 

· Find efficient solutions to all aspects of the administrative and communications processes in the school and be proactive in increasing cost effective efficiency through the use of alternative processes or technology.

· Communicate with staff, students and parents, respecting their individual needs and providing assistance in a positive and friendly manner.

· To ensure that the School Business Manager is kept fully informed of all administration issues within the School. 

· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the Every Child Matters agenda and Area Child Protection Procedures. 

SECTION 1 – DUTIES

Personnel Management

1. Manage all members of the front office team.
2. Take responsibility for the Performance Management of members of the front office team as specified by the Headteacher including responsibility for training and development and professional conduct matters to enhance their performance through their ownership of their professional development plans and through the school’s performance management system. 

3. Set a good example in terms of personal presentation, attendance and punctuality. Create, maintain and facilitate effective relationships.
4. Assist the Headteacher’s PA with the administrative element of staff recruitment, e.g. sending out job descriptions, application forms and school information. 

Office Management

1. Administer the School’s admissions and withdrawal procedures to ensure that accurate numbers of pupils on roll are recorded within SIMS and to support the Headteacher’s PA with Year 7 admissions as required. Create, assemble and update information for distribution in the Year 7 Information Packs. 
2. Direct and monitor an effective reception service for the school. 

3. Ensure the efficient provision and distribution of routine correspondence. 

4. Open and distribute all internal and external post.

5. Record and arrange the posting of all outgoing post. 

6. Maintain an accurate filing system for all letters and documents.

7. Maintain the confidentiality of all the School’s records relating to staff and pupils, in line with the latest requirements of the Data Protection Act, GDPR and the Freedom of Information Act.

Pastoral Care

1. Deal with or report, to the nearest member of teaching staff, incidents that are seen or reported regarding pupils’ welfare. 

2. Liaise with outside agencies such as the School Nurse and educational welfare services as required. 

3. Produce reports as requested for Heads of Year and the pastoral team.

Health and Safety

1. Obtain a nationally recognised First Aid certificate and attend suitable refresher courses in order to keep qualifications up to date. 

2. Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or intentions.

3. Co-operate with the employer on all issues to do with health, safety and welfare. 

Continuing Professional Development

1. In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day to day running of the School. 

2. Keep up to date with current educational developments and legislation.

3. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available. 

4. Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice. 

5. Identify professional development priorities within the School Office team. 

SECTION 2 – ADDITIONAL DUTIES FOR THIS POST

1. Assist the Data Manager on all matters to do with the SIMS database including data entry and report generation

2. Support the Headteacher’s PA with administrative tasks as required. 

3. Oversee the production and distribution of the weekly bulletin.

4. Liaise with the local bus companies, building a good working relationship and opening lines of communication.

5. Assist with the preparation of events and liaise with suppliers where necessary e.g. uniform supplier to attend New Parents’ evening.

6. Use government websites to extract data and update our records e.g. CTF forms, tracking data, FSM and PP data.

This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties. 

Elements of this job description and changes to it may be negotiated at the request of either the Headteacher of the incumbent of the post.
PERSON SPECIFICATION
	A = assessed through application, reference and evidence

I = assessed at interview

E/D = Essential / Desirable



	Education to a high level – at least A-Level but degree level or equivalent in a relevant skills and knowledge area preferred. 
	A
	I
	E



	Excellent listening skills, literacy skills, numeracy skills and ICT skills (Word, Excel, Internet, Outlook and relevant MIS system).
	A
	I
	E

	Relevant qualification in office administration and/or ICT applications or substantial relevant experience.
	A
	
	E

	Experience of running effective administrative, clerical and financial systems.
	A 
	I
	E

	Evidence of continuing professional development and willingness to expand levels of responsibility in accordance with the changing needs of the School.
	A
	
	E

	Enjoy and be willing to work as a member of the team and make a positive contribution to the team’s effectiveness.
	A
	
	E

	A record of the ability to create a united, committed and highly effective staff team. Displays a commitment to respect for others.
	A
	I
	E

	Evidence of the ability to manage and direct others in their work. Evidence of managing and embracing change. 
	A
	I
	E

	Evidence of providing high levels of support and challenge to a team demonstrating an effective leadership and management style that encourages participation, innovation and develops colleagues’ confidence. 
	A
	
	D

	High quality interpersonal skills with the ability to communicate effectively and appropriately with people at all levels. Respects the needs of staff, students and parents.
	
	I
	E



	Enthusiastic, self-motivating and strives for continuous success. Positive with a flexible attitude, able to multi-task and work well under pressure.
	
	I
	E

	The ability to follow instructions accurately, but make sound judgements and lead when required.
	A
	
	E

	The ability to lead, coach and motivate staff within a performance management framework, providing professional development and effectively challenging and managing any underperformance. 
	
	
	E

	Familiarity with school administration systems and knowledge of SIMs, Electronic Register Systems and parent messaging systems e.g. Schoolcomms, ParentMail.
	A
	
	D

	Strong interpersonal and oral communication skills.
	
	I
	E

	Hard working, conscientious and accurate.
	A
	I
	E

	Passion, resilience and optimism to lead through day-to-day challenges while maintaining a clear strategic vision and direction and working with minimal supervision.
	
	I
	E

	An understanding of and commitment to equal opportunities in its widest sense and a commitment to inclusive education.
	A
	I
	E

	Motivation to work with children and young people.
	A
	I
	E

	The ability to form and maintain appropriate relationships and personal boundaries with children and young people.
	
	I
	E

	Emotional resilience in working with young people.
	
	I
	E

	A commitment to the safeguarding and welfare of all students.
	
	I
	E

	Experience of having worked successfully in at least one school.
	
	I 
	D
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