Chase Lane Primary School and Nursery Unit

Office Manager

Job Description
Job Purpose

a. To be responsible to the Headteacher for the efficient day-to-day running of the school office.

b. To maintain the office systems and procedures of the school.

c. To provide a welcoming point of contact for parents and visitors to the school.

d. To supervise and advise the Administrative Assistants in all matters relating to their job descriptions. 

Major tasks

1. To supervise Administrative assistant(s) to deal with day to day administration.
2. Staff absence

a. Ensuring staff sickness and absence policy is adhered to fully.
b. Monthly staff absence monitoring and reporting (copies to be kept and sent to the necessary departments).
c. Borough absence returns including workforce census.
d. General administration of staff records and forms.
3. Personnel
a. Implementing required security and safety checks in line with Governing Body recommendations.
b. Maintaining and updating Single Central Register.
c. Safer recruitment checks for new staff.
d. Administration relating to new starters, leavers and variation of contracts

e. Maintenance of SIMS personnel.
f. Administration of staff absence insurance.
g. Support staff pension change notifications to Administrator.
h. Liaising with Human Resources.
4. Reports

Annual staff workforce census returns.
     8.   Information
a. Maintenance and update of school website.
     9.  
Administrative
a. Provide administrative support to school.
b. PA support to the Headteacher.

c. Managing the school office.

d. Liaising with pupils, parent/carers, staff, Friends of Chase Lane, Governing Body, Local Authority and external agencies regarding a range of school issues.
     10.   General
a. Weekly newsletter.
b. Weekly staff diary.
c. Co-ordination and administration of extended school facilities. 
d. Book lettings throughout the year.
e. Undertake any other duties as may be reasonably expected within the grade of the post.
11.   To be committed to the school policies with particular regard to:

· Race Equality & Equal Opportunities

· Health & Safety

· The School Aims and Ethos

The post holder will be required to hold an Enhanced DBS check
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