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Job Description and Person Specification: 
Office Manager and Personal Assistant to Head Teacher
Job Purpose:

· The post holder will hold responsibility for the administration and operations of the school as delegated by the Head Teacher, as well as maintain the positive ethos and core values of the school.
Duties:

· implement agreed school policies and guidelines;

· support initiatives decided by the Head Teacher and staff;
· assist with the School Development Plan and Compliance
· participate in meetings which relate to the school’s management, administration or organisation, as well as parents’ evenings;

· communicate and cooperate with specialists from outside organisations, agencies and contractors;

· participate in the performance management system for the appraisal of their own performance; and
· managing the school’s website
Additional Duties include: 
· First point of contact for prospective and current parents; 
· Read and respond to emails throughout the day;
· Relay messages to staff, parents and Head Teacher;
· Respond to parental enquiries either in person, by phone or by e-mail; 
· Open school post and Head Teacher’ post and distribute accordingly;
· Manage correspondence for Head Teacher;

· Manage Head Teacher’s diary; 
· Answer the door to visitors and suppliers and take responsibility for the signing in and out procedure;
· Note absence, lateness and collection messages and record pupil absences;
· Contact parents if there is unexplained absence or a poorly child needs to be sent home;
· Check registers each morning and afternoon;
· Liaise with staff about weekly newsletter to parents;
· Ensure medication/accident/incident/Going Home forms are signed by parents and logged;
· Administer first aid; 
· Devise and maintain office systems, including data management and filing;
· Create and maintain staff and pupils’ files;
· Manage the recruitment process and documentation of all new staff in line with Safer Recruitment guidelines;

· Prepare employment contracts for staff;
· Organise parents’ and new parents’ meetings with Head Teacher;
· Book and participate in training sessions as required;
· Book termly school trips and events;
· Book and organise school photographs;
· Liaise with PTA regarding events such as second hand uniform sale and PTA sponsored activities;
· Meet and greet on parents consultation evenings and other occasions as deemed necessary by the Head Teacher;
· To attend and minute meetings where required;
· Liaise with the school staff regarding maintenance jobs in the school;
· Ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and others and to comply with the policies and procedures relating to health and safety;
· Support and encourage the school’s ethos and its objectives, policies and procedures; and
· Uphold the school’s policy in respect of child protection and safeguarding matters.
Personal Responsibilities

· to carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation;

· to promote the safeguarding of children in accordance with the school’s Safeguarding Policy;

· to use information technology systems as required to carry out the duties of the post in the most efficient and effective manner;

· to undertake training and professional development as appropriate; and
· to undertake other duties appropriate to the post that may reasonably be required from time to time.

Performance Standards

· to ensure that the school’s customer care standards are met and adhered to; and
· at all times to carry out the responsibilities of the post with due regard to the school’s Equal Opportunities policy.

The applicant should have:

· High proficiency in English both spoken and written;
· Excellent communication and people skills;
· Good personal presentation and organisation skills;
· Good eye for detail;
· The ability to work in a busy environment with adults and children alike;
· Friendly, enthusiastic and approachable attitude;
· Kind and caring personality;
· Ability to prioritise work-load;
· Willingness to be flexible and manage change;
· Experience of working as part of a team and able to manage workload independently;
· ‘Can-do’ attitude/willing to help out;
· Good knowledge and understanding of office software packages;
· Professional and polite conduct with clients, parents, staff and pupils;
· Friendly and polite telephone manner;
· Willingness to participate to school events;
· An appropriate level of data protection, security and confidentiality awareness;
the statutory requirements of legislation concerning Equal Opportunities, Health and Safety, Safer Recruitment and Safeguarding;
and
· ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

The applicant will be able to:
· promote the school’s aims positively and use effective strategies to monitor motivation and morale;

· develop good personal relationships within a team;

· establish and develop close professional relationships with parents and the community;

· communicate effectively (both orally and in writing) to a variety of audiences;

· create a positive team spirit;

· delegate and negotiate appropriately, having considered the views of everyone involved; and

· lead by example and motive others.

The applicant will be:

· approachable,
· responsible,

· committed,
· enthusiastic,
· creative,
· organised,
· resourceful,
· assertive,
· diplomatic,
· self-confident,
· reliable,

· honest,

· trustworthy,

· flexible and
· good-humoured.
Annemount is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment; an enhanced DBS check will be required.

