FIELD END JUNIOR SCHOOL
JOB DESCRIPTION

OFFICE MANAGER / HEADTEACHERS PA (Scale 6)
Job Title:


Office Manager / Headteachers PA
Responsible to:

Headteacher




Deputy Headteacher (in absence of Headteacher)





SBM
Hours:


36 (+45 mins p/week) –   0815-1700 (1hr for lunch) Monday

         0815-1630 (1hr for lunch) Tue-Fri
40wks - Term time only + training days + 1wk over Summer
Line Manager to:

Office Administrators x 2

Purpose of the job:

· To ensure the efficient execution of a range of administration duties for smooth running of the school
· To manage the schools personnel administration and absence management
· Line manage the office administrators
· ICT Co-Ordinator
· Personal Assistant to Headteacher
Duties and Responsibilities
Headteacher

· To act as Personal Assistant to the Headteacher 
· To be responsible for the Headteacher's secretarial work, including diary management and to accurately file all paperwork related to the work of the Headteacher.
· Manage and administer all requests from parents for exceptional leave during term time.  Prepare replies for Headteacher approval.
· To respond to the Headteacher’s post, drafting correspondence, and telephone enquiries accordingly in a professional manner.  To ensure that all urgent matters are drawn to the Head or Deputy Head’s attention and dealt with as swiftly as possible, ensuring that all information is cascaded to the relevant staff members.
· To support the Headteacher and Leadership Team in the annual preparation and production of children’s end of year reports to parents
· To support the Headteacher and Leadership Team in the preparation of any school event 
· To organise and coordinate hospitality for any of the Headteacher’s Meetings in school
· To take notes as required at meeting run by the Headteacher including SLT meetings
Office

· To line manager the two office administrators and be responsible for their performance management and development

· To ensure the office procedures are completed accurately and in a timely manner.

Communications
· To be responsible for all good and timely communications to parents for consistency, via letter, email and text (via ParentPay)
· Management of Parent Evening Booking System
· Management and regular update of the School Website and App.  Ensuring all pages are current and that we have all statutory documents available online.
· Management and regular update of the school calendar and its production to parents and staff
· To compile and distribute the weekly newsletter
· To attend morning briefings and act as note taker

HR

· To manage the school’s process of absence management, including holding return to work interviews for some non-teaching staff, managing staff whose attendance have triggered short or long term absence, referring staff to the Occupational Health Service and attending case conferences when necessary and recording all absences on the SIMS Personnel database.
· Take responsibility of all staff personnel files (including SIMS Personnel system, Schools HR and Dataplan) for contract management and hard copy paperwork, ensuring high levels of confidentiality and security. 
· To assist, as required, with the recruitment of all staff. 
· Manage the training matrix for all staff
ICT Co-Ordinator

· To act as first point of contact for all ICT problems, deal with any simple maintenance issues and liaise with IT Consultants where further support is required.  This includes organising the workload of the ICT Technician during his weekly visit

· Set up and maintain pupil log on/passwords on entry to school and delete accounts for leavers, for all school systems

· Set up and maintain staff and governor log-on/passwords for all school systems

· First point of call for Target Tracker

· Manage the generic school (fieldendjun) email account, forwarding messages to relevant staff or deleting as necessary.
· Responsible for the administration of CPOMS
Self

· To act on own initiative over a full range of activities including dealing with more complex enquiries in a helpful and diplomatic manner and resolution of problems where possible.
· To work with confidential information and ensure any actions are treated in a sensitive and confidential manner.

· Cover Reception/Welfare if needed
OVERALL ETHOS & AIMS OF THE SCHOOL
· Be aware of and support difference and ensure equal opportunities for all
· Establish  and maintain constructive relationships and communicate with other agencies, professionals, parents and visitors
· To attend and participate in meetings as required
· To participate in training and other learning activities and performance development as required
· To work as part of admin/welfare team and undertake such other duties as may be reasonably required from time to time.
Field End Junior School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All staff and volunteers are DBS checked
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