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CHEAM HIGH SCHOOL
OFFICE MANAGER
JOB DESCRIPTION 
The overall purpose is to organise and oversee the work of the school office, including standards of customer care, training needs, induction of new staff and performance management.  You will line manage staff working in the school administration/reception team.  Each post within the school administration/reception team has general office duties, as well as specific areas of responsibility for which they may report to senior staff outside the office team.
· Hours generally between 8.30 am and 4.30 pm Monday to Thursday and 8.30 am to 3.00 pm on Friday (with lunch of 30 minutes each day).  Variations to this time may be required at especially busy times during the school year, with reduced hours during holiday times.  

· Term time plus 22 days OR full-time over the year; 36 hours per week on average.  Holidays to be taken during school holiday periods.  

· Salary will start between CAN 28 - 31 

This is a non teaching post which will give the successful candidate an excellent opportunity to contribute to the work of the school through work with members of the leadership team and leadership of the school administration/reception team.   The role is varied and responsible and is line managed by the Headteacher.    

PERSON SPECIFICATION

The Office Manager will be expected to work effectively with both teaching and support staff at all levels as well as with parents, students and external agencies.  They will thus need the following qualities:-

· Good communication skills, both verbal and written

· Very good organisational and time management skills and the ability to work under pressure

· Ability to form good working relationships with students, parents and colleagues and to motivate and supervise a team of other staff

· Adaptability and flexibility in working practices and the ability to know when to use his/her initiative

· Ability to set standards and apply them consistently

· Ability to handle sensitive issues relating to students and staff, keeping confidentiality as required

· A high degree of professionalism in their approach to work and tasks set

· An ability to present a good role model to students

In addition, the Office Manager will be expected to have:

· A good level of computer literacy in Word and Excel plus a willingness to learn more specialist applications

· High quality administrative skills
· An understanding of how to prioritise and manage the office workload and demands in order to deliver a high quality of service 

Training in school systems and practices will be provided during service.

DUTIES
The overall purposes of the job are to: 

· organise and oversee the work of the school office, including standards of customer care, training needs and induction of new staff

· provide a point of reference and support on school administrative systems and procedures

· undertake relevant administrative responsibilities as part of the administration team (area to be decided depending on the strengths of the candidate and the needs of the school)
LINE MANAGER:  Headteacher
Administrative:

1. To manage and supervise the administrative/reception staff and allocate their work in conjunction with the Leadership team as appropriate, undertaking performance reviews annually.

2. To identify training needs for individuals and/or the team, organise training sessions and evaluate the training undertaken and its outcomes.

3. To induct new members of the office team, providing support as required 

4. To order all office stationery, including school-headed paper, and ensure that supplies are maintained making any suggestions for additional resources to the Trust’s Finanace Officer.

5. To ensure non-term time staffing arrangements are organised to ensure that the office is manned during the holiday periods

6. To ensure that school filing is undertaken promptly and carefully, and direct completion of filing, shredding and other work as required.  

7. To undertake confidential and other administrative work as requested by the leadership team
8. To organise the distribution of incoming school emails and other messages.  

9. To answer telephone and other queries from parents and other interested parties, and make phone calls as required.  This would include initial response to any concerns or complaints regarding the team’s work.  

10. To provide a point of references for various school systems and procedures that relate to personnel, admissions and administration

11. To organise the distribution of incoming school mail and other messages and liaising with the post office as required with regard to deliveries/collections as needed
12. Clerk the behaviour committee meetings (these happen on an ad hoc basis) These will be outside the normal working hours.  
13. To liaise with external organisations as needed with regard to eg telephone systems/messages in order that communications are up to date   

14. To assist in recruitment procedures for new office/administration members of staff as required, under the direction of the Headteacher. 

15. To ensure that the administration/reception team hold current First Aid certification.

16. To organise the distribution of the School’s summer mailing.  

General:

17. To undertake any other duties which may be reasonably required from time to time by the Headteacher.

18. To undertake First Aid Training and maintain Certification, advising on First Aid treatment in emergencies and ensuring a good level of care for students and staff in these events.

Specific areas of responsibility:

19. To carry out the responsibilities relating to specific areas of the office/administration team’s work as requested by the Headteacher.


