
Kingsford Community School
‘A Specialist Language College’

[bookmark: _GoBack]Post:			Office Manager		
Grade:		S01			
Location:		Kingsford Community School
Posts Supervised:	Administration Team
Responsible to:	Member of the Leadership Team
Designated staff:	
                                          	
Other Relationships:	All school staff, students, visitors, external agencies
			
Basic Objectives of the Post: 

Leadership Team Administration Support
1. To be responsible for the Personnel/Recruitment, Directors of Learning’s typing, filing, diary and any urgent work required, maintaining strict confidentiality at all times.  To check Directors of Learning’s’ e-mail for incoming messages and use judgement to re-direct them to the appropriate people/departments.  To keep in-box clear of read messages. To use initiative to deal with matters directly if necessary.  To handle all confidential correspondence with discretion

2. To be the first point of contact for communication with the Directors of Learning, dealing with messages and replying to enquiries including those from staff, parents/carers, governors, outside agencies and the Local Authority. 

3. To assist the Directors of Learning in organising his/her workload, prioritising where necessary to ensure that the Directors of Learning and Leadership Team respond to particular issues identifying timescales and recommended actions as agreed.  To ensure that the Senior Directors of Learning’s offices are well equipped with all necessary stationary and other items

4. To minute LT Team and other meetings, as required.  This could involve working outside normal hours on a regular basis although not necessarily the same time and day every week/month.  To arrange and minute other meetings as required ensuring that matters arising are dealt with by the appropriate people within agreed timescales

5. To be responsible for organising and assembling a wide range of meetings as directed by the Directors of Learning, ensuring agendas are set and preparing papers required in advance of the meetings.  Taking and distributing minutes.

6. After discussion, to draft, as appropriate, outgoing correspondence and school documents that are the direct responsibility of the Directors of Learning.

7. To liaise with parents, clerk and governors, trustees, staff, students, general visitors, unions, government departments (DfE and Ofsted), local authority and VIP visitors to the school.

8. To receive parents and other visitors to the Head Teacher in the absence of the Head Teacher’s PA, providing hospitality and refreshments, as required and to undertake the organisation of events, as directed by the Head Teacher.

9. To set up, implement and maintain new systems as requested by the Head Teacher..

10. To undertake any other duties that might, reasonably, be delegated the Directors of Learning. 






General Administration Support

1. To ensure effective and efficient communication between all the administrative team through systematic meetings and providing clear direction and support to office staff in their forward planning.
2. To be responsible for the School Diary and make appointments as directed by designated staff.  To keep a diary of all such appointments for the staff concerned. To ensure all necessary paperwork is completed in good time for such appointments.
3. To attend and minute meetings of designated staff under the direction of designated staff, including morning Leadership Team meetings and School Development Team meetings as required by the Head Teacher’s PA.
4. To maintain an accurate filing system for all letters and documents relating to school business.
5. To produce the necessary letters, forms, booklets and other publications required for the successful administration of the school curriculum and its pastoral support mechanisms.
6. To ensure the team uses the school’s computerised management information system to record student and staff information.  To use this data to produce the required lists as directed by designated staff.  To provide training to designated staff in the use of the computerised management information system.
7. To provide information to parents, visitors and external agencies on school procedures and policies as directed by designated staff.
8. To ensure the admin team collect of all monies as directed by designated staff and that they count all money collected and forward it to the appropriate staff for safe keeping. To issue receipts to students or parents and to keep records of all monies collected for designated staff.  
9. To ensure that all communication and administration related to staff recruitment 
10. To ensure that the Finance Administrator orders stationery and equipment as directed and maintains inventories for such equipment for designated staff.
11. To undergo basic first aid training and to complete regular course updates.
12. To Provide back up for Business Manager regarding Cover.

Information Communications Technology Support
1. To provide ICT support to designated staff including basic ICT INSET to increase their knowledge. 
2. To ensure a regular supply of printer paper, toners, etc., for designated staff.  
3. To liaise with ICT technical staff when problems occur that require more than basic maintenance.


Office Management/General
1. To lead and manage the Administrative Team and operate as a member of this Team within the school in meeting all administrative needs including the completion and organisation of all holiday work as directed by the line manager.
2. To prepare and issue updates, in conjunction with members of the Leadership team for the schools staff handbook, together with the Head Teacher’s PA.
3. To ensure that the administrator responsible for Health and Safety support has an up-do-date inventory of the school’s assets and that the Health and Safety file and associated documents are kept and maintained in a systematic way.
4. To ensure that the Information and Communications Officer produces effective whole school communications and newsletters, and effectively markets the school and its achievements.
5. To ensure that the Examinations Administrator makes arrangements for examinations that is in-line with the Leadership Team’s requirements and expectations.
6. To provide cover for absent colleagues when necessary as directed by the line manager.
7. To undertake training and development relevant to the post.
8. To be aware of and comply with Health & Safety, personnel and financial regulations pertaining to this post.
9. To be aware of and comply with the school's equal opportunities policy.
10. To undertake other temporary duties, consistent with the basic objectives and/or duties of the post.

Equal opportunities and school vision:
1. To ensure and display commitment to the implementation of the school vision and Ethos
2. To be committed to the schools policies on Equal Opportunities and Learning Support, and inclusion.
3. To be committed to the continual raising of levels of achievement for all our students.
4. To work with confidentiality and sensitivity, which are essential when dealing with parents of our multi-ethnic school.









































Person Specification: Office Manager

Personal Qualities
· Confidentiality.
· Good interpersonal skills; the ability to communicate effectively with a variety of people and to assess and diffuse confrontational situations.
· The capacity to remain calm and to cope with the unexpected.
· Excellent health and time keeping record.
· Committed and enthusiastic
· Confident, positive and flexible attitude
Skills & Abilities
· Effective written and verbal communication skills – ability to compose letters with fluency
· Ability to work on own initiative and be decisive
· Ability to work as a member of a collaborative team
· Excellent organisational and planning skills
· Ability to relate to all personnel within the school environment
· Ability to approach all confidential matters with discretion, sensitivity and diplomacy
· Knowledge and experience of whole school procedures, organisation and structure
· Ability to translate ideas and strategy into operational plans, ensuring both delivery and high quality services
· Ability to raise and maintain the quality of customer service
· Skills in identifying problems, developing options and making decisions
· Ability to recruit the right staff to admin positions
· Ability to prioritise and work under pressure while appropriate delegating
· Ability to use ICT personally and understand the part it should play in a services success

Personal Style and Behaviour
· Passion for and positive commitment to providing high quality services to clients
· Commitment to promote and work within the values of NPW, including equality of opportunities
· Politically adept, able to demonstrate credibility and earn respect while dealing with stakeholders including Newham Council, head teachers governors and unions
· Able to work both on own initiative and collaboratively
· Able to be authoritative yet willing to take account of the views of others and be responsive to them



Qualifications:
· The successful candidate is likely to be educated to at least degree level.
· Minimum RSA word-processing level 3 or equivalent.
· Full computer literacy – Microsoft Office: Word, Excel, Publisher, Access, PowerPoint and Internet.

Conditions
· Full-time, school term time plus two additional weeks. 
· Normal hours, 37.5 hours per week, will be Monday to Friday 8:30 am to 5:00 pm with an hour for lunch. However some flexibility will be essential.  In addition attendance at up to three Saturday Open Mornings will be expected. 
· Able to travel and work flexible hours, including evenings and weekends
· The salary will be on an appropriate point on the NJC S01 (point 29 to 31) pro-rata , and will be dependent on qualifications and experience.
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 - This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation in the light of changing school needs. 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 responsibilities and duties.  

