[image: ]



JOB DESCRIPTION

	Post
	Office Manager

	Grade
	SO2 

	Hours
	36 hours per week
09.45am – 17.30pm Monday to Friday

	Term time pattern
	Term time + 3 weeks

	School/Location
	Thomson House School
(The postholder may also be required to work at other schools and sites within the Wandle Learning Trust depending on the role and the nature of the responsibilities).

	Reports to
	Head Teacher

	Line manages  
	Admin Assistants, SMSAs



Purpose of the Job
· To lead on all areas of non-educational support across the school, ensuring that those non-educational aspects of school life (general management, operations, HR, premises and administration) support the school’s strategic vision; promote the highest standards of business ethos; and operate in an efficient manner which maximises opportunities for the children.
· To line manage the administration and SMSAs teams with oversight of the premises staff in conjunction with the Head of Facilities and Estates.
· To act as a key contact between the school and the Trust’s Central Team in respect of the postholder’s areas of responsibility
· To lead on all aspects of transactional Human Resources for the school, working under the oversight of the central HR team.
· To support the financial administration of the school as appropriate and that it is compliant with Wandle Learning Trust’s financial procedures.
· To act as a fulcrum between the school and Wandle Learning Trust’s central premises and facilities team

HR Responsibilities
· Develop and maintain clear and efficient administrative processes for all HR activities and ensure these are accessible by the senior leadership team and other line managers.
· Organise and manage recruitment processes ensuring they are run efficiently and safer recruitment practices are adhered to.
· Organise and manage onboarding processes, ensuring all pre-employment checks are complete, and contractual documentation is issued.
· Maintain all relevant HR records in line with Trust standards and statutory requirements.
· Maintain the Single Central Register for the school and conduct all appropriate safeguarding checks as referred to in Department of Education legislation.
· Monitor the induction and probationary processes ensuring they are undertaken in accordance with Trust policies and guidelines.
· [bookmark: _Hlk181977376]Be responsible for the administration of payroll matters and supporting staff with any queries they may have, e.g. family care entitlements, overtime claims, etc. ensuring all amendments and changes are made and documentation are issued.
· Conduct routine return to work interviews with absent staff, monitor staff absence data and support line managers in addressing any ongoing absence issues, seeking advice from the Central HR team as appropriate.
· [bookmark: _Hlk181977413]Collate and maintain HR statistics and data for reporting, census returns and planning as required
· Under guidance from the Head of HR, to support and administer, where appropriate, processes relating to employee relations issues, e.g. grievances, disciplinary and other sensitive HR issues in a discrete and professional manner.
· Undertake performance management of all staff reporting to the postholder, setting objectives and enabling professional development opportunities to ensure the consistency of performance of staff that supports the priorities and needs of the school.

Facilities Management Responsibilities
· Ensure risk assessments relating to facilities management and lettings are in place for activities inside and outside of the school.
· In conjunction with the Premises Manager ensure all school assets are recorded on the Trust’s central asset register 
· Support SLT and the central team in the management of out of hours activities and lettings.
· In conjunction with the central team, ensure all service level agreements/contracts are in place.
· Provide oversight of the arrangements for any medical policies/needs.
· Take guidance and direction from the Head of Facilities and Estates in respect of the oversight of site maintenance
· Ensure that emergency procedures and drills are regular and records maintained.
· Liaise with SLT/WLT regarding the performance of third-party suppliers and contractors 
· Ensure security and key management procedures and protocols are adhered to.
· Review policies which relate to premises, security, health & safety and the working environment

Financial Responsibilities
· Receive and check deliveries against purchase orders, raising any discrepancies directly with suppliers whilst keeping Finance staff informed.
· Receive, verify and record any cash payments/donations given to the school, and banking this cash upon confirmation from Finance staff.
· Manage the use of ParentPay and chase outstanding payments due.
· In conjunction with the Headteacher, set the pricing for extra-curricular activities and school trips.
· Support Finance staff with invoice, banking and supplier queries as needed.

Other Admin Responsibilities
· Design, maintain and monitor effective administrative systems that deliver outcomes based on the school’s aims and goals, to include, but not limited to appropriate databases, archives, filing systems and contact lists.
· Ensure the school admissions process is run in compliance with the Admissions Code and Trust policies.
· Oversee the management of pupil data held on the management information system is up to date including key contact details and Health and Safety/First Aid requirements.
· Ensure the school website is updated and compliant.
· Manage IT troubleshooting through third party contractor, including oversight of support tickets.
· Be aware of and comply with the school's policies and procedures relating to child protection, health & safety, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To undertake any other administrative tasks as directed by the Headteacher or Wandle Learning Trust commensurate with the grade and purpose of the role.

Special Conditions of Service
· Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended. Candidates are required to give details of any convictions on the application form and are expected to disclose such information at the appointed interview. Because this post allows substantial access to children, you are required to undergo an enhanced DBS (Disclosure and Barring Service) check.
· To carry out all duties in the context of and in compliance with the Trust’s Equal Opportunities Policies.
· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together and Keeping Children Safe in Education documents in relation to child protection and safeguarding children and young people as this applies to your role within the organisation.  
· You may be required to work outside of normal school hours on occasion (e.g. to attend full Local Academy Committee and/ or committee meetings, etc.) with due notice.




PERSON SPECIFICATION

Office Manager

	
	Essential
	Desirable

	Qualifications
	
	

	NVQ level 3 or equivalent, or equivalent experience, in relevant subject/area.
	
	

	Experience
	
	

	Experience of using ICT packages e.g. Microsoft Office, particularly Word and Excel, management information systems.
	
	

	Experience of working in a school administrative post.
	
	

	Knowledge and Understanding
	
	

	Knowledge of relevant policies/codes of practice and awareness of relevant legislation.
	
	

	Knowledge of HR best practice.
	
	

	Skills and Abilities
	
	

	[bookmark: _Hlk187672933]Ability to build good relationships and to deal sensitively with children, staff, parents, carers and visitors.
	
	

	Able to effectively lead and manage a team.
	
	

	Ability organise work and implement effective systems.
	
	

	Ability to work under pressure and to deadlines.
	
	

	Ability to use initiative and prioritise work.
	
	

	Excellent written and verbal communication skills.
	
	

	Ability to work as part of a team.
	
	

	To be committed to safeguarding and promoting the welfare of children. 
	
	

	Ability to maintain confidentiality across a range of sensitive issues
	
	

	To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school.
	
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      JOB DESCRIPTION    

P ost  Office Manager  

G rade  SO 2    

Hours  3 6   hours per week   09.45am  –   17.30pm Monday to Friday  

Term time pattern  Term time +  3   weeks  

School/Location  Thomson House School   ( The postholder   may also be required to work at other schools and  sites within the Wandle Learning Trust depending  on the  role and the  nature of  the   responsibilities).  

Reports to  Head   T eacher  

Line manages    Admin Assistants, SMSAs  

  Purpose of the Job      To lead on all  areas of non - educational support across the school, ensuring that those non - educational  aspects of school life (general management, operations, HR, premises and administration) support the  school’s strategic vision; promote the highest standards of busines s ethos; and operate in an efficient  manner which maximises opportunities for the children.      To line manage the administration and SMSAs teams with oversight of the premises staff in conjunction  with the Head of Facilities and Estates.      To act as a key contact between the school and the Trust’s Central Team in respect of the postholder’s  areas of responsibility      To lead on all aspects of transactional Human Resources for the school, working under the oversight of the  central  HR  team.      To  support  the financial administration  of  the school  as appropriate and that it  is compliant with Wandle  Learning Trust’s financial procedures.      To act as a fulcrum between the school and Wandle Learning Trust’s  central  premises  and facilities  team     HR   Responsibilities   •   Develop and maintain clear and efficient administrative processes for all HR activities and ensure  these are accessible by the senior leadership team and other line managers.   •   Organise  and manage  recruitment  processes ensuring they are run efficiently and safer  recruitment practices   are adhered to.   •   Organise and manage onboarding processes ,   ensuring all pre - employment checks are complete,  and contractual documentation is issued .   •   Maintain all relevant HR  records   in line with  Trust standards  and  statutory re quirements .   •   Maintain the Single Central Register for the school and conduct all appropriate safeguarding  checks as referred to in  Department of Education legislation.   •   Monitor the induction and probationary processes ensuring they are undertaken in accordance 

