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 “With God, all things are possible” (Matthew 19:26)

                                                                                                                          Telephone: 020 8202 0026 
                                                                                                                           Email: office@smsj.london
Website: www.smsj.london

Executive Principal: Gavin Smith   


Neale House Campus, Prothero Gardens, Hendon, NW4 3SL
Bennett House Campus, Sunningfields Road, Hendon, NW4 4QR
Stamford Raffles Campus, Downage, Hendon, NW4 1AB


	
JOB DESCRIPTION 
Job Title:                 Office Manager
School/Service:     St Mary’s & St John’s CE School	

Reports to:             School’s Business Manager
Grade:	                    Point 23 - 27
Location:                  Neal House Campus, Prothero Gardens, NW4 4QR/Bennett House Campus, 
                                   Sunningfields Road NW4 4QR/Stamford Raffles, Downage, NW4 1AB (as required)
Hours / Weeks:       36 Hours per Week – Term time + 3 weeks

	Job Purpose:

· To be the primary support for the School Business Manager
· Under the guidance of the School Business Manager, be responsible for the school’s day-to-day administrative operations and organisational processes as required across both Primary and Secondary phases
· To assist with the development of an effective business support service, with best value at the core.

	Main Duties/Responsibilities:

Management:
· Lead the school’s office administrative teams across all campuses to deliver an effective and timely service to staff and governors of the school, as well as to parents, visitors, the LEA and other agencies
· Delegate administrative work requests from key teachers and managers from across the school to the administrative team for appropriate action
· Conduct line and performance management responsibilities of office administrative and welfare staff;
· Co-ordinate medical/first aid services in line with school policies
· Assist the School Business Manager with team planning and development
· Responsible for the administration and maintenance of the school’s SIMs pupil database ensuring all relevant changes/updates are made in a timely manner and data is managed in accordance with data protection regulations and school policies.

Communication  
· Responsible for all incoming and outgoing office emails and other electronic and non-electronic communication with parents
· Lead weekly communication meetings with the administrative team
· Be proactive in promoting the school within the local community
· Carry out duties in line with equality and diversity principles and be sensitive to the needs of others, promoting a positive approach to a harmonious working environment.

Data Protection
· To ensure the whole school’s training is up to date and at an appropriate level
· Liaise with the school’s external DPO (Data Protection Officer) as and when required
· Ensure compliance with the School’s Data Protection Policy, maintaining effective reporting and monitoring 
· processes, in accordance with the Data Protection Act.

Revenue generation
· Assist the Business Manager in identify additional finance avenues required to fund the school’s proposed activities, including sponsorship opportunities
· Be proactive in seeking new ways for the school to maximise income generation.

General
· Maintain a high degree of confidentiality with regards to issues concerning members of staff and pupils. Respond positively with tact, sensitivity and awareness to pupils and parents in relation to duties undertaken
· Promote and safeguard the welfare of children, young and vulnerable people
· Identify any tasks not being achieved and take appropriate action
· Evaluate and improve your own practice, which may lead to improvements in the day-to-day running of the school and to take responsibility for personal professional development
· Perform any other duties, including covering the essential work of absent colleagues, commensurate with the grading of the post, as directed by the School Business Manager
· To assist in the negotiating and monitoring of contracts, and agreements for the provision of support services
· To work with and support the School Business Manager in all aspects of management and reporting as required
· Book training courses for staff as directed by the School Business Manager
· To be able to liaise with suppliers, deal with queries, negotiate and monitor best value contracts as directed.

Other Responsibilities
· To assist the School Business Manager in the management of projects relevant to the role
· To participate in the annual performance management process and training opportunities offered
· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required, reporting to the Business Manger termly
· To understand and comply with the Local Authority’s Equal Opportunities Policy
· To uphold and comply with the statutory provision of the Health & Safety at Work Act 1974 and any other relevant legislation or council Policies and Procedures relating to health and safety at work.

Promotion of Corporate Values:
· To ensure that customer care is maintained to the agreed standards according to the school’s values. To ensure that a high level of confidentiality is maintained in all aspects of work.

Flexibility:
The successful candidate may be required to carry out other reasonable duties commensurate with the grade, as requested by the line manager or Executive Principal.
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