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CANDIDATE INFORMATION PACK

September 2023
Dear Applicant
Re:  Office Manager
Thank you for your interest in this post.  
Byrchall High School are seeking to appoint an Office Manager.  The ideal candidate will have excellent organisation and administrative skills with the ability to manage, develop, motivate and lead a team of staff. You will ensure that your team project a professional and courteous image at all times in order provide a high level of customer focused service.  Previous experience in a busy secondary school would be a distinct advantage. 
Start Date		As soon as possible
Contract		Permanent
Working Time	37 hours per week
Work Pattern	Monday to Friday.  Hours to be agreed between 8am and 5pm 
Salary	Grade 6 – Points 14 to 20  -  FTE: £25,409 to £28,371 (Subject to pay review)
Further details and application forms please visit the school website on www.byrchall.wigan.sch.uK		 
Interview Date:: To be advised 	
Applications should be returned to the School Office via email to recruitment@byrchall.wigan.sch.uk, by Monday 9th October 2023 at 12.00pm. Applications will be reviewed upon receipt.
If you have any questions about this post, or wish to visit the school, then please do not hesitate to contact Mr James Leigh, Academy Business Manager jleigh@byrchall.wigan.sch.uk. 
Yours sincerely
[image: ]
Mr A R Birchall 
Headteacher 

GENERAL INFORMATION

Formerly the Ashton Grammar School, Byrchall High School is now an 11-16 co-educational Comprehensive School of 1000 students.  The school takes its name from Robert Byrchall, the original founder of the school in 1588. 
The school is governed by the Makerfield Academy Trust, which is a charitable company. The members of the Trust agree its visions and values. The Board of Directors set the strategic direction of the organisation, ensure the vision and values are upheld and ensure financial probity. The school has a Local Governing Body who oversees the leadership and management of the school.
The current Byrchall High School is a modern, forward looking establishment.  We aim to be at the forefront of teaching and learning developments and are highly committed to CPD.  Our emphasis on learning and achievement is allied to a strong moral and ethical dimension that reflects our founding principles. The school was judged as ‘Good’ in all areas by OFSTED in September 2022. They noted that the school has high expectations of what pupils should achieve, and it has a clear and ambitious strategy for school improvement. It said the pupils behave well around the site and that they have positive attitudes to their education.
Byrchall High School has a truly comprehensive intake, ranging from students who will go on to study at top universities to those who require additional support.  All students are valued equally.   Byrchall High School has a strong academic record.  In 2022, 75% of students achieved grade 4-9 passes in both English and maths.  Across all subjects Attainment 8 was 49.62. Both these figures are well above the Wigan and national averages.
Our students participate and achieve in a wide range of academic competitions including Debating and Public Speaking, the UK Maths Challenge, The Big Book Quiz, Engineering and Stem Challenges.
The school is situated on a very pleasant site on the outskirts of the small town of Ashton-in-Makerfield in the Wigan Local Authority.  The school is opposite Haydock Park Race Course and very close to the junction of the A580 and the M6 motorway; it is, therefore, easily accessible from any number of directions and within easy reach of Manchester and Liverpool. The school is having a substantial new build programme, which is scheduled to open in September 2024. 
This includes new sports facilities, drama studios, classrooms, dining facilities, Learning Resource Centre, Administration offices, SEN suite and specialist teaching rooms for Science, ICT, Product Design, Food, Art and Music
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JOB DESCRIPTION
DEPARTMENT		Administration 

JOB TITLE		           	Office Manager 

SALARY			Grade 6  -  Points 14 to 20  -  FTE:  £25,409 to £28,371 (subject to 
pay review)	 

     CONTRACT			Consideration will be given to full-time or term-time plus 4 
weeks. 

RESPONSIBLE TO		Academy Business Manager

KEY PURPOSE:

[bookmark: _GoBack]You will be responsible for managing the daily administration of the school office including line managing administrative staff and organisational processes within the school, maintaining confidentiality at all times. You will also assist with the planning and development of support services. 

This post contributes to continuous improvement in young people’s learning experiences.  You will set a positive personal example of a friendly and respectful service, and have a special regard for the development and needs of young people.  Specifically, as Office Manager this will be achieved through excellent attendance, punctuality and high-quality performance in relation to planning, preparation, and implementation of your work.  

Specific Duties and Responsibilities

Organisation 

· Ensure the smooth and effective running of the school office and all administrative and communicative systems
· Ensure that all staff create a professional and welcoming reception for all visitors and parents and all visitor checks and health and safety processes are in place to monitor
· Contribute towards the planning, development and organisation of support service systems, procedures and policies
· Develop and main a system to ensure the smooth running of the school’s photocopier room and copiers around school, maintaining the operation of all machines, resolving issues as necessary
· Ensure that the schools MIS system (SIMS) is up to date at all times
· Assist with organising parents’ evenings and other meetings and events, including the organisation of rooms and equipment, and providing refreshments as required
· Assist with the organising of the school’s Open Day and Open Evening, including the organisataion of associated administrative tasks 

Line Management 

· Line manage all administrative staff, including reviewing staff performance and carrying out appraisals 
· Train and develop administrative staff as appropriate
· Ensure that all members of the office present, at all times, a positive image to the school to all staff, parents and visitors both internally and externally
· Develop an office team that delivers and meets the needs of the school
· Take all decisions in line with the vision and values of the school, and encourage others to do the same



Administration 

· Manage manual and computerised record / information systems
· Analyse and evaluate data / information; produce reports / information / data as required and undertake returns to relevant bodies, ie School Census and Workforce Census
· Provide personal, administrative and organisational support to other staff as required 
· Working with senior colleagues, oversee and organise primary school visits, showcasing Byrchall High School to prospective pupils 
· Oversee and organise the management of admissions procedures in line with the school’s admission policy, maintain waiting lists and allocate spaces accordingly in line with the school’s admissions policy
· Assist with managing the school’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary 
· Manage and organise completed forms from parents 
· Organise and distribute incoming and outgoing post 
· Manage the induction process for new pupils 
· Book training courses for staff
· Organise ‘out of lesson passes’ for pupils, staff badges and other passes as required 
· Daily checking of communication via Synergy, responding to parents as required 
· Monitor Synergy broadcast messages
· Utilising Synergy, compile a daily summary of repairs / premise requests.  Liaise with the Premises Team to ensure repairs and requests are actioned
· Compile a daily summary / spreadsheet detailing VAPE detector information 
· Support colleagues with regards primary transfers and mid-term transfers










Resource Management 

· Order, monitor and manage central administrative stock, ensuring best value following the school’s purchasing processes
· Oversee and operate relevant equipment and IT packages (e.g. the school’s MIS system)
· Provide advice and guidance to staff, pupils and others on administration systems and events that take place in school
· Assist with procurement and securing sponsorship/funding
· Assist with marketing and promoting the school
· Manage office expenditure with an agreed budget
· Assist with the organisation of premises repairs under the direction of the Academy School Business Manager
· Ensure the office is kept tidy, organised and in good order at all times, making sure there are sufficient office resources available

Compliance  

· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
· Support the data protection officer with ensuring data protection compliance and helping the school community understand how to comply with data protection law


Generic Responsibilities
· To be aware of the School’s duty of care in relation to staff, students and visitors and to comply with the health and safety policies at all times.
· To establish and maintain positive, constructive and professional working relationships with staff, visitors, students, parents and all other stakeholders of the school.
· To be aware of and comply with the codes of conduct, regulations and policies of the School and its commitment to equal opportunities. Act in a courteous way at all times in communications with both colleagues and other school stakeholders.


Additional Responsibilities
· To ensure that any issues identified as falling under the remit of the Office Manager role is satisfactorily resolved
· To keep abreast of developments in school office administration and identify possible areas where there is scope to improve systems and procedures.
· To undertake specific tasks as identified by the Academy Business Manager and/or the Headteacher as and when required.






HEALTH & SAFETY

In line with the Health & Safety at Work Act colleagues should be aware of the duty of care and follow reporting procedures as determined by the Governors.

The details contained within this job description reflect the content of the job at the date it was prepared.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Trustees of Byrchall High School will expect to revise the job description from time to time and will consult the postholder(s) at the appropriate time.
	
	
N.B. 		Some flexibility with regards to working hours may be necessary, ie to facilitate open    
		evenings.  
	It would also be an advantage to take holidays at times other than school holidays.














PERSON SPECIFCATION
	
	ESSENTIAL/ DESIRABLE
	SOURCE

	QUALIFICATIONS & ATTAINMENTS
	
	

	NVQ Level 3 related qualification (i.e. administration).
	E
	A

	ICT qualification to Level 2 standard or above
	E
	A  I  R

	GCSE English and Maths (A to C) or equivalent
	E
	A  I  R  T

	Evidence of continuing professional development
	D
	A I R 

	Relevant typing qualification 
	D
	A I

	
	
	

	EXPERIENCE
	
	

	Proven experience in a supervisory capacity
	E
	A I

	Minimum of 2 year recent experience of working in a busy office environment (including reception duties)
	E
	A  I  R  P

	Experience of office systems, use of SIMS software
	E
	A  I  R  P

	Skilled in use of word processing and e-mail
	E
	A  I  R  P

	Process accurate typing quickly
	E
	A  I  R  P

	Able to cope with pressure of workload and timescales/deadlines
	E
	A  I  R  P

	Good communication skills (both written and verbal)
	E
	A  I  R  P

	Use of internet and related learning resources 
	D
	A I

	Evidence of utilisation of computerised accounting and management information systems
	E
	A I R T

	Evidence of managing budget preparation and monitoring
	D
	A I

	A successful track record of innovation and forward thinking approach to the management of change
	D
	A  I  R

	
	
	

	SKILLS/KNOWLEDGE
	
	

	Basic knowledge and understanding of Education and child protection issues. e.g. Every Child Matters
	E
	A  I  R  T

	Can demonstrate good numeracy and literacy skills
	E
	A  I  R  T

	Ability to communicate effectively and relate well with a wide range of children and adults with varying abilities and needs 
	E
	A  I  R  T

	Ability to work constructively as part of a team and be aware of your own and the wider team objectives and goals 
	E
	A I

	Ability to plan and manage your own workload and meet deadlines
	E
	A I

	Ability to work alone with minimum supervision
	E
	A I

	Understanding of financial regulations and procurement of goods and services 
	E
	A  I  R  T

	Can demonstrate good basic I.T skills and ability to use Word and basic database programmes
	E
	A  I  R  T

	Ability to accurately record and collate information and data and produce written reports 
	E
	A  I  R  T

	Ability to undertake general administrative duties within set deadlines
	E
	A I

	An awareness of current issues facing schools and education
	E
	A  I

	Familiarity with performance management requirements and procedures
	D
	A  I

	Proven ability to identify opportunities for improvement in services
	E
	A  I  R

	Excellent organisation and time/resource management skills
	E
	A  I  T

	Excellent communication and interpersonal skills
	E
	I  P

	
	
	

	
	
	

	
	
	

	
	
	

	QUALITIES
	
	

	Commitment to and the ability to support the distinctive ethos of the school
	E
	A  I

	A personal and friendly nature
	E
	I  R

	Resilience and confidence to work efficiently in a busy and demanding environment
	E
	I  R

	Proven ability to establish and maintain contact with a broad spectrum of individuals and external agencies
	E
	I  R

	Maintain confidentiality where appropriate
	E
	I  R

	Adaptable, flexible, diplomatic, tactful and committed to success
	E
	I  R

	Willingness to work occasional unsocial hours
	E  
	I

	
	
	

	STAFFING
	
	

	An understanding of good practice concerning recruitment
	E
	I

	A willingness to develop, promote and participate in employment policies and procedures
	E
	I

	A commitment to equality of opportunity and fair treatment of all staff and pupils
	E
	I

	A willingness to undertake training to complete training needs
	E
	I

	An ability to identify training needs
	D
	I

	An ability to make a contribution to the design and delivery of a programme of staff development
	D
	I

	
	
	

	
	ESSENTIAL/ DESIRABLE
	SOURCE

	PERSONAL QUALITIES
	
	

	Good attendance record
	E
	A  R

	
	
	

	CORPORATE RESPONSIBILITY
	
	

	Willingness to comply with the school’s policies i.e. Equal Opportunities, Health & Safety
	E
	I

	Willingness to continue personal development in relevant area
	E
	I

	Willingness to participate in the staff review and development process
	E
	I

	
	
	

	APPLICATION
	
	

	Accurate completion of school application form
	E
	A

	Letter which addresses person specification, evidence in letter and application
	E
	A

	High standards in spelling and writing
	E
	A
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