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The Cardinal Wiseman Catholic School

School Office Manager
 Job Description


	Job title:
	School Officer Manager

	Salary and Grade:
	Grade 9 (Points 28-30) – All Year Round, 

	Hours:
	08.30 – 16.30 (35 hours a week: Full Time)

	Line Managers:
	Director of School Operations

	Supervisory Responsibility
	The main school office team



Main purposes of the job:

· To be responsible for the management, operation and support of the main school office and all of its functions
· To lead on the school’s marketing strategy, ensuring that both an appropriate image of the school is created and maintained and that all stakeholders and the general public are informed of significant school events activities.  
Main responsibilities and tasks:

Office Manager:
· Management and support of the main school office, ensuring that all the staff are delivering an efficient and relevant service to the SLT and the school. 
· To have full line management responsibility of the main school office team including appraisals and performance management. 
· To be responsible for the continuing training and development of the main school office staff to ensure they have the skills set in line with current best practice. 
· Management of the front office, welfare room and reception area, ensuring that both areas are welcoming and informative to internal staff, site visitors and telephone enquiries. 
· To help cover reception and the medical room and cover the work of office colleagues during the holiday periods, 
· To be the school’s Data Protection Officer and to stay up to date regarding the statutory responsibilities of schools with GDPR and seek training/advice where needed. 
· To liaise directly with SLT to devise key information, training and evaluation of the school’s use of data. 
· To make recommendations to the SLT regarding best practice in this area.
· Devising and maintaining office systems to deal efficiently with paper and information flow, including whole school reprographics. 
· Organising and storing paperwork, documents and computer-based information. 
· To work cohesively with all other support staff to ensure the smooth running of a school for our pupils and all those involved. 

Marketing:
· Work with the SLT to devise, implement and monitor the school’s marketing plans.
· Research and develop new opportunities, strategies and mediums for marketing the School. 

· Formulate a PR plan for the School to promote its key strengths and identify PR opportunities which will lead to a recognisable, consistent school brand. 
· Develop, implement and daily monitor the school’s digital media (including the website and social media e.g. twitter) strategy. 

· Direct, manage and produce the prospectus, publications and marketing literature. 

· Help plan and manage a programme of prospective pupil and parent events at the School. 

· Develop relations with feeder schools, and manage visits and events. 

· Report school progress, results, activities and plans to all relevant stakeholders. 

· Remain well-informed and up-to-date with all marketing practices. 

· Develop the School’s external communication strategy. 

· Establish good working relationships with all stakeholders and brief them on the School’s marketing activities. 

· Motivate school staff to actively market the School. 
· To support the school’s recruitment programme by monitoring all external applications and informing the relevant Line Managers and Headteacher of both their arrival and suitability for the advertised position.
Sims administration and Timetabling:
· Support the school’s data system by working closely with all relevant staff e.g. The SIMs Data Officer.
· Work with the Director of Operations and SIMs Data officer to help in the creation of the school timetable and its amendment where necessary in the school academic year. 
· Help create and publish SIMS reports and templates on request 

· To help review and develop best practice from other schools and introduce into our school. 
Admissions: 

· Support the admissions officer in their role, especially at busy times of the year.
· To help maintain and manage the school electronic admissions application process

· To help organise Admissions Appeal arrangements for the school including finding an independent panel to hear such appeals

· To be responsible for the information on admissions arrangements on the school website

Student Welfare: 
· Manage and support the welfare office in their role.
· Help administer appropriate care, when needed to, for sick or injured pupils.

· Help advise, support and help manage the school’s response in a local, medical emergency situation or a national pandemic or similar outbreak.  

· Support the implementation the managing medical conditions in school guidelines and any other relevant medical policies to the school.

· Be a trained first aider in the school.
The following responsibilities are common to all staff in the Main school Office team:

To undertake similar duties, commensurate with the level of the post, at the discretion of the Director of Operations and Headteacher. This might include temporary re-deployment to meet the needs of the wider School, and may involve normal duties having a lower priority or being temporarily put ‘on hold’. These duties may include (not limited to): 

· To help in the development and management of SIMS and other computerised systems as appropriate.
· General clerical / administrative / filing support / reprographics 

· Lunchtime and/or temporary cover 

· Supporting preparations for major School events

· To assist with updating student records and other updates on SIMs 

· Communications with staff, students, parents and other external stakeholders 

· Administration supporting the functions of admissions, attendance and/or behaviour 

· To be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection. 

· To adhere to School Health & Safety policy, including risk assessments and safety systems, and to assist with student welfare. If so trained, to provide first aid as required. 

· To attend and participate in meetings, training, performance management processes and professional development, as required. 

· To contribute to the overall ethos of the School. 

Other Responsibilities:

· To comply with, and assist in, the development of all school policies and procedures.

· To adhere to school policy on equality and diversity.

· To contribute to the development and implementation of the overall ethos/work/aims of the school.

· To develop constructive relationships and communication with other agencies and/or professionals.

· To participate in training opportunities and professional development as required.

Please Note:

· The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

· The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body.

· The post holder may be required to perform any other reasonable tasks after consultation.

· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.

· This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.  During the school holidays the Job Description may vary again slightly, after consultation, to meet the needs of school when no or very few pupils or staff is on site.
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