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Isaac Newton Academy, Redbridge
Principal: Rachel Macfarlane

Outstanding Office Manager needed to help shape an exceptional new school. 

Secondary Academy Office Manager 
Required for: As soon as possible

New, six form entry, mixed 4-18 comprehensive in Redbridge.

In September 2012 Isaac Newton Academy opened with its inaugural cohort of 180 year 7 students. The school will grow, year on year, to become an 11-18 academy of 1250 students with specialist status in mathematics and music. In 2014 the primary phase of the academy opened to 90 reception-aged children. This too will grow each year, until full in September 2020.

We are looking to appoint an exceptional Office Manager to lead the Academy’s team of administrative staff.  This is a rare opportunity to be centrally involved in establishing an outstanding school from its early stages.  

The successful candidate will:
· Have experience of a senior admin/office management role, ideally within a school or educational setting.
· Be highly organised and flexible, with excellent communication and ICT skills and keen attention to detail.
· Thrive in a fast-paced environment
· Have the resilience and motivations to seek to continually improve systems and standards
· Possess the skills and determination to make a significant difference to the lives of Ilford residents

They will have the opportunity to:
· play a strategic role in the evolution of Isaac Newton Academy
· Build up admin team, working in a state of the art accommodation
· Join the Ark network, with comprehensive CPD provision.
If you are seeking a challenging and highly rewarding position, enriching the lives of the students who attend Isaac Newton Academy and members of the local community, then we are keen to hear from you.

[bookmark: _GoBack]If you have any technical issues with the application form, please contact our recruitment team on 0203 116 6345 or recruitment@arkonline.org. For candidate information pack or an informal, confidential discussion please contact the HR Office, on 020 8911 6666 or email recruitment@isaacnewtonacademy.org. 

To apply please go to https://goo.gl/uHp6RX .Please complete your application by 5pm on Monday 9th October 2017 

Location: 	Ilford, Redbridge 
Start date: 	As soon as possible
Deadline: 	5pm on Monday 9th October 2017
Salary: 	Ark Support Scale, Band 10, (£32,628 to £39,148)

Ark is committed to safeguarding children; successful candidates will be subject to an enhanced Disclosure and Barring Service check.



















Job Description: Office Manager
Reporting to:			The Finance and Resources Director
Responsible for:		Office/Admin staff
Line Management of:		Office /Admin staff
Start date: 			As soon as possible
Salary:				Ark Support Scale, Band 10, £32,628 to £39,148
Hours:				36 hours per week, 52 weeks a year
Disclosure level:		Enhanced

This job description should be read in conjunction with the Isaac Newton Academy Candidate Information Pack .
The Role – key responsibilities
· To ensure a high standard of secretarial, administrative and management support for the Academy, in order to assist in the smooth running of all Academy activities
· To organise and supervise administrative systems and processes within the Academy 
· To line manage, develop and enhance the practice of other members of the admin team, including chairing regular meetings with the team members
· To undertake recruitment, induction, performance management, training and mentoring of admin staff
· To ensure effective liaison between admin and teaching staff
· To be responsible for all administrative processes associated with student admissions, attendance, exclusions and child protection
· To actively promote the academy and liaise with outside agencies as necessary, representing the  Academy or ARK as appropriate
· To maintain a presence around the school to ensure that the highest standards of behaviour and site-usage are upheld
· To communicate and liaise with staff, students, parents, governors and members of the local community as appropriate
· To be active in issues of staff and student welfare and support
· To comply with and assist in the development of policies and procedures in relation to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· To demonstrate a commitment to Equality of Opportunity for all members of the Academy’s community.

Administration
· To establish a business-like office environment and promote good relations with all staff
· To establish a welcoming and efficient reception for visitors and parents
· To set up efficient and effective office management systems and procedures, for example filing, answering phones, organising electronic and other mail and correspondence
· To supervise and quality control the production of correspondence, reports and newsletters
· To ensure that all enquiries and correspondence are dealt with promptly and effectively, in a manner that promotes a positive image of the Academy
· To ensure that all front of house procedures meet the Academy’s safeguarding procedures/To arrange new intake and mid-term student interviews, overseeing all the associated admin and records, to support the process of recruiting students
· To offer direct administrative support to the VP, Safeguarding and the AP, Pastoral, as required.
· To liaise with Pastoral Leaders, LA and parents in order to ensure student vacanices are filled in a timely manner, submitting weekly returns to the Local Authority highlighting vacancies
· To be responsible for the prioritisation of year 7 allocations in line with the Academy’s admissions policy, informing the LA accordingly.
· To ensure that parents of year 7 students receive all relevant information, including parent handbook, wisepay details, uniform details and dada collections form.
· To be responsible for the organisation of all home visits for year 7 students.
· To closely liaise with the AP, attendance and attendance administrative officer in order to oversee all administrative processes associated with attendance, ensuring register codes are correctly input into the Academy’s MIS, following up issues with the relevant parties.
· To ensure that exclusion letters are issued in line with exclusion guidance and that the MIS is updated accordingly, ensuring that ARK Schools and the Local Authority are notified of all exclusions.
· To ensure that student data is updated during the year, as notified.
· To organise the admin elements of key events in the Academy calendar such as Open Evening, Parents Evenings, Awards Evenings,  Options Evening and other key events
· To make maximum use of the Academy’s developing information and communications technology, including the network for diary management and the effective management of data bases
Health and Safety
· To ensure suitable and sufficient first aid cover is available throughout the academy’s opening hours, organising training and maintaining records and first aid supplies
· To organise and monitor the administration of medication and ensure its safekeeping 
· To undertake workstation assessments for staff as required
· To ensure that all accidents are recorded in line with Health and Safety guidance, reporting and analysing near misses, following up and ensuring remedial action where required.
Supporting students with medical conditions
· To be the Named Person responsible for children with medical conditions in the Secondary School
· To liaise with relevant individuals, including the parents, the student, health professionals and other agencies to decide on the support to be provided to the child
· To ensure that all necessary arrangements are in place before the start of the new year in the case of students transitioning from primary school and within 2 weeks for mid-term starters, in line with school policy
· To write up Individual Health Care Plans for students with medical conditions that are long term and complex within one week of the meeting, ensuring that all staff are made aware of the student’s needs and requirements. 
· To arrange training for identified staff where required
· To ensure that all agency staff are aware of necessary information about medical conditions
· To ensure that IHCPs are reviewed annually or earlier if evidence is provided that a child’s needs have changed.
· To keep central information for all students with medical conditions, and required support, that can be easily accessed by relevant staff.
Appeals
· To host appeals panels at the school, ensuring that all arrangements are made including location, refreshments etc.
· To liaise with Clerks Associates, ensuring schedules and paperwork is received and circulated to the relevant parties.
· To liaise with successful families in a timely manner, ensuring that their child’s transition is smooth and that the school is in receipt of all relevant information.
Safeguarding
· To be trained annually for child protection at Level 2
· To act as one of the Academy’s child protection officers
· To maintain the Academy’s child protection files, filing child protection paperwork on a weekly basis
· To complete the Ark standardised electronic recording and storing information system for any CP issues as they occur
· To liaise with Pastoral Leaders, responding to requests for student information and forwarding it to external agencies as required
· To ensure that the child protection file of any student who leaves the Academy is transferred to the new school within a week of them officially starting, ensuring secure transit
· To represent the Academy at child protection meetings as required
· To process child protection filing for the sixth form
 Monitoring and Evaluation
· To monitor the effectiveness of administrative systems and procedures
· To ensure that all Academy policies are implemented consistently by office/admin staff
Staff Development
· To support the development and training of office/admin staff , ensuring that their career and professional development needs are met
· To establish a structure for mentoring, coaching and line managing office/admin staff
· To act as Performance Manager for members of the admin team, carrying out PM reviews in line with the Academy’s policy and setting challenging and appropriate targets
· To support other members of the team in discharging their PM duties and to monitor the effectiveness of PM arrangements within the team
· To participate in the recruitment process for members of the admin team
· To ensure effective induction of new administrative staff in line with Academy procedures
· To promote teamwork and to motivate staff to ensure effective relations
· To be responsible for the deployment of staff and the day to day management of colleagues, acting as a positive role model
· To provide advice to colleagues on career development etc.
· To support and challenge team members, including in circumstances when they are underperforming
· To organise effective team meetings with relevant agendas centred on supporting teaching and learning and raising attainment
Resources
· To effectively manage and deploy the office/admin staff
· To effectively manage the admin budget in order to progress agreed team and Academy priorities, maximise attainment and ensure value for money
· To effectively manage physical resources, stock and admin office accommodation and maintain an environment conducive to working and learning
· To ensure that risk assessments and health and safety checks are carried out within administrative spaces, in line with Academy policy
Other
· To support administration and other operations as and when required
· To be a member of the Academy’s extended leadership team, attending meetings when required
· To maintain a presence around the school to ensure that the highest standards of behaviour and site usage are upheld
· To communicate and liaise with staff, students, parents, governors and members of the local community as appropriate
· To be active in issues of staff and student welfare and support
· To act as test/exam invigilator as required
· To comply with and assist in the development of policies and procedures in relation to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· To be actively involved in the Academy’s enrichment provision
· To support with whole school initiatives
· To undertake duties in relation to escorting students safely to Knox Field
· To act as BRIDGES mentor
· To uphold the Academy’s dining vision, eating with the students daily in both primary and secondary phases
· To act as First Aider if required
· To undertake training and development relevant to the post and in line with the Academy’s priorities
· To undertake any other professional duties as set down in the ARK Schools pay and conditions of service document, and as directed by the Principal. 

























Person Specification: Secondary Academy Office Manager
Qualification criteria
· Qualified to work in the UK
· Maths and English qualifications to grade C GCSE/O level or equivalent
· Relevant qualification in office administration and/or ICT applications (desirable).

Experience
· Experience of having worked successfully in at least one school in an urban, multi-cultural setting, with students from backgrounds of socio-economic disadvantage (desirable)
· Experience of developing and running effective administrative, clerical and financial systems
· Management/Supervision experience

Skills, Behaviours & Qualities 
· An understanding of the strategies needed to establish consistently high aspirations and standards of results and behavior in an urban school setting and commitment to relentlessly implementing these strategies
· The ability to create a united, committed and highly effective staff subject team
· An effective leadership and management style that encourages participation, innovation and develops colleagues’ confidence
· The ability to work in close harmony with all staff
· The ability to follow instructions accurately, but make sound judgments and lead when required
· The ability to lead, coach and motivate staff within a performance management framework, providing professional development and effectively challenging and managing  any underperformance
· The ability to develop the leadership skills of others as well as to learn from others
· The ability to enthuse and inspire others
· Excellent listening skills, literacy skills, numeracy skills and ICT skills (word, excel, internet, email and MIS/Facility databases)
· Hard working, conscientious and accurate
· Adaptable, flexible and able to work with minimum supervision
· Approachable, calm and caring
· Passion, resilience and optimism to lead through day-to-day challenges while maintaining a clear strategic vision and direction
· A firm and constant belief in the unlimited potential of every student and a commitment to inclusive educational provision
· The ability to skilfully manage and maintain effective working relationships with parents, governors, community members and other stakeholders
· A commitment to the safeguarding and welfare of all students
· An understanding of the importance of confidentiality and discretion
· The ability to take personal responsibility, a readiness to reflect and self-evaluate and the ability to change, improve and develop
· The ability to be decisive

Behaviours

· Vision aligned with Ark’s high aspirations, high expectations of self and others
· A firm and constant belief in the unlimited potential of every student and a commitment to inclusive educational provision
· Motivation to continually improve standards and achieve excellence
· Commitment to the safeguarding and welfare of all students and providing equality of opportunity
· The ability to enthuse and inspire others 
· The ability to consistently deliver outstanding lessons
· Effective and systematic behaviour management, with clear boundaries, sanctions, praise and recognition
· Excellent communication, planning and organisational skills
· Demonstrates resilience, motivation and commitment to driving up standards of achievement
· Acts as a role model to staff and students
· Commitment to regular and on-going professional development and training to establish outstanding classroom practice
· The ability to develop positive relations with students and adults
· The ability to work effectively alone and as a part of a team
· Excellent listening skills
· Strong interpersonal, written and oral communication skills and ICT skills
· Strong organisational and time management skills
· The ability to take personal responsibility, a readiness to reflect and self-evaluate, and the ability to change, develop and improve 
· Confidence and self-motivation
· The ability to work well under pressure
· High levels of honesty and integrity
· A sense of humour and desire to have fun.

Other 

· This post is subject to an enhanced Disclosure & Barring Service check
· The post holder must be committed to safeguarding the welfare of children and to providing equality of opportunity.

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies.  In order to meet this responsibility, we follow a rigorous selection process. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.
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