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Office Manager
 
Reports to: Business Manager

Job Purpose 

The core purpose of this role is to manage the administration of all day-to-day school matters, ensuring the smooth running of the school and so supporting the best outcomes for all pupils. The role has functional responsibility for a small team in the school office, to manage and develop all administrative processes required. 

General Duties:

1. Functional management of the school office team (based at the Windsor Drive site, but linking with the Ridgeway Avenue site).
2. Promoting (and help in developing, when necessary) the administrative processes to ensure smooth running of the school.
3. Link with the SLT to highlight key administrative issues and planning for changes
4. Manage and communicate the overall yearly calendar for the school: term dates, club dates, school trip dates, inset days etc.
5. Communicate with parents/carers maintain smooth running of school processes, using Arbor (the School Management Information System) or email or text, as needed.
6. Support in recruitment of roles in the school office team (and wider, as agreed), including setting up Job Adverts, Job Descriptions and application processes; coordinate interviews and support the Safer Recruitment approach.
7. Identify where resources and systems are weak and propose improvements.
8. Oversee core finance processes (specific parts of these processes sit with different team members).
9. Control production of school communications, including: the newsletter, website updates, trips, prospectus and other marketing, reception pack, process updates, ad hoc communications with prospective and current parents.
10. Ensure data held on all administration systems is accurate and up to date and complies with GDPR requirements (supported by Business Manager and external technical advice).
11. Ensure all administrative processes and school office team comply with Safeguarding behaviours and processes, Site access, appropriate personal behaviours and remain in line with School policies.
12. Control all correspondence, email, telephone calls with the school, directing the school Office team to respond to each appropriately.


Specific Duties:

1. Manage the school diary / whiteboard, as the key resource detailing all daily activities in the school, including term dates, club dates/times, etc.
2. Manage staff attendance data capture and reporting.
3. Oversee finance processing, being orders, invoices and payments (delegate responsibility for orders and invoices, but control all payments).
4. Liaise with the finance service when visiting the school.
5. Control stock of consumables, uniform and other resources.
6. Control contracted services (photocopiers, energy etc.) usage, invoicing and payment
7. Control any licences or permissions that the school needs.
8. Support with school lettings, playscheme and catering administration.
9. Support teachers and wider school with organising parents evenings, events, diaries, attending meetings, taking minutes and liaising with the Head teacher to support best outcomes with all school activities.
10. Monitoring of administrative budgets.
11. Support for payroll processes (such as controlling timesheets) as necessary.

Other duties
1. General admin tasks including sending letters, filing and making telephone appointments, covering reception.
2. Supporting Business Manager, Head teacher and other staff on ad hoc basis commensurate with the role.

Skills development
1. Promote the importance of continual improvement of processes and school administration.
2. Participate in team meetings and attend any necessary training events.
3. Participate in the school’s performance management system.

Safeguarding
1. Know about data protection issues in the context of your role.
2. Maintain confidentiality as appropriate.
3. Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with, by knowing who to report concerns to.
4. Have an awareness and basic knowledge where appropriate of the most recent safeguarding legislation.
5. Request safeguarding information from previous schools and inform DSL of leavers so safeguarding information is transferred onwards with the pupil.

Systems and Information 
1. Oversee and maintain computerised and manual pupil/staff records.
2. Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data) and appreciate the implications of those differences.
3. Share information appropriately – in writing, by telephone, electronically and in person.  

Planning and Organising
Assist in developing systems and procedures to improve efficient running of the office.

Data Protection 
To comply with the school’s policies and supporting documentation in relation to Information Governance this includes data protection, information security and confidentiality.

Health and Safety
Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.   

Promotion of School values
To ensure that customer care is maintained to the agreed standards according to the Barnet Council and the School’s Values. To ensure that a high level of confidentiality is maintained in all aspects of work. 

Flexibility
The above is not an exhaustive list of duties and the jobholder may be required to carry out other reasonable duties within the team, commensurate with the grade, as requested by their line manager, the School Business Manager or SLT.

The Council’s Commitment to Equality
To deliver the school’s and Barnet Council’s commitment to equality of opportunity in the provision of its services. All staff are expected to promote equality in the work place and in the services the council delivers. 
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Person Specification
Office Manager
	Key: E = Essential, D = Desirable                
	E
	D

	Skills, aptitude, knowledge and experience

	Attention to detail and accuracy, always ensuring processes are followed fully.
	X
	

	Confident with management information systems, identifying where own skills can be enhanced to use them to the fullest potential.
	X
	

	Able to plan and prioritise effectively at different times of the school year.
	X
	

	Previous experience of working with children aged 4-11 in a voluntary or paid capacity.
	
	X

	Knowledge of school activities and effective administration in schools.
	
	X

	Experience of creating and managing communications in school or similar environment.
	X
	

	Used to identifying and making improvements to ways of working
	
	X

	GCSE or equivalent in English and Maths grade A*-C.
	X
	

	Good numeracy/literacy skills.
	X
	

	Effective use of office systems (such as Outlook, Word, Excel) to maximise accuracy and efficiency
	X
	

	Awareness of responsibilities of handling personal data
	
	X

	Excellent written and oral skills for providing on the job training to the small team and to parents/carers and colleagues where required.
	X
	

	Personal Qualities

	Understanding of safeguarding and welfare issues within a childcare environment.
	
	X

	The ability to manage a small team in order to achieve successful outcomes.
	X
	

	Ability to self-evaluate learning needs and actively seek learning opportunities.
	X
	

	A commitment to the provision of high quality education for all children.
	X
	

	A positive approach to learning and gaining new skills through teamwork and training opportunities.
	X
	

	A passion for promoting learning, through effective administration of the school.
	X
	

	The ability to be flexible and to adapt to changing circumstances and needs.
	X
	

	A positive attitude.
	X
	

	Ability to build a good rapport with children, parents, staff and other professionals. 
	X
	

	A readiness to maintain high expectations and standards for self and others. 
	X
	

	Excellent organisational, record keeping and planning skills.
	X
	

	Patience, resilience, honesty and trustworthiness.
	X
	

	Excellent communication skills together with personal qualities of enthusiasm, good humour, determination and resilience.
	X
	

	Enthusiasm for working with children.
	X
	

	Punctuality and reliability.
	X
	

	A positive approach to inclusive practice, with children and colleagues.
	X
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	Head teacher:  Miss L Oliver
	Deputy Head teacher:  Mr H Huseyin
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