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Job description and person specification
Job description
Grade: SO2
Reporting to: School Business Manager
Responsible for: School Office Team 
Term and hours: 35 hours per week
Purpose of the role
To successfully manage the school office and be responsible for the coordination of resources within the administration team to meet the needs of the whole school community, parents, pupils, and staff. The role will have responsibility for the functioning of the school office and line managing the administration team, with administrative responsibilities for pupil admissions and school procurement. 

Office Manager duties
· Line manage the administration team, to support and develop team members in their roles. Manage the team resources to meet the needs of the school. 
· Ensure the office team members have the resources and materials to operate and perform effectively in their individual roles and as a team. 
· Ensure, through the administration team, a professional, warm and kind welcome of visitors, and all school stakeholders. 
· Ensuring the handling of telephone queries and email queries, are done in a timely manner. Responding with kindness and being supportive. Using professional judgement to refer matters to the relevant stakeholders.
· Ensure the office environment, reception foyer and communal areas of the school is kept tidy and well organised.
· Ensure that staff work areas (reprographics, staff room, stock cupboards) are well stocked, clean, and tidy. 
· Ensure that administrative duties, statutory checks and documentation checks, reports and returns are completed accurately and submitted within the required deadlines; assisting and supporting the administration team to achieve this. 
· To manage and ensure that routine office tasks are completed. 
· Ensure that the office and administration team comply with the Data Protection Policy. 
· Maintain office systems and procedures and to recommend, develop and implement new procedures and office systems to meet the rapidly changing needs of the school.

School Admissions
· Oversee the administration of pupil admissions into the school for nursery and reception, along with all in-year admissions.
· Coordinate in conjunction with the relevant Assistant Headteacher open events for prospective parents/carers and arranging the booking of school tours. 
· Be the main point of contact for all school admissions for staff, parents, and the Local Authority.
· Support the UKS2 Assistant Headteacher by leading on the administration for the secondary school application and transfer, coordinating with the Local Authority and secondary schools.
· Oversee the in-year transfer of children leaving Woolmore and ensure information is transferred to the new school.
· Ensure that children records (both physical and electronic) are created promptly and accurately. 
· Oversee the collection of forms and documentation, ensuring they meet the admissions criteria set by the Local Authority.
· Monitor platforms and databases for information related to new offers, and transfer of pupil files. Ensuring these are processed in accordance with our admissions procedures. 
· Maintain and update pupil numbers with SLT and the Local Authority promptly.
· In collaboration with SLT produce welcome letters and starter booklets for new admissions. 
· Be the key point of contact for all school admissions queries and first liaison with the Local Authority. 

Data Management
· Ensure that pupil data is managed in line with data procedures, with information processed promptly and accurately. 
· Conduct routine quality assurance checks on data and information in RM Integris and other platforms, with the aim of improving data quality and reducing risk. 
· Ensure the School Census and other data reporting is completed on time, managing the Data Officer to achieve this.
· Monitor and record Free School Meal eligibility, updating RM Integris accordingly. 
· Complete school meal returns to LBTH and school milk returns. 
· Ensure that the office and administration team comply with the Data Protection Policy. 
· Ensure that paper-based information is stored securely in the Office and destroyed in line with school Data Protection policy and Data Retention policy.
· Manage the school archives, ensuring they are held securely for the required period and scheduling for the destruction of records at the correct time. 
· Ensure that staff receive up to date Data Protection training. 

Procurement & Finance
· Oversee the procurement process, ensuring that procedures have been followed. 
· Review all order forms for accuracy prior to ordering.
· Work with the SBM to ensure value for money on purchases and sufficient quotes have been obtained for high value purchases.
· Process orders in a timely manner. Communicate with staff on the status of their purchase. 
· Ensure that deliveries are received at reception, checked and delivery notes logged against original order.
· Ensure deliveries are taken to the correct staff members. 
· Accurately input Purchase Orders into RM Finance, liaising with the School Business Manager on orders still outstanding.
· Ensure cash is handled correctly, kept secured and banked promptly. 
· Handle petty cash request, ensuring forms and documents are recorded.
· Work with the SBM to monitor office related budgets. 

 General
· To exemplify the values and demonstrate the professional behaviours of Woolmore Primary School. 
· To promote the welfare of pupils and adhere to schools safeguarding policies. 
· Any other reasonable administrative requirements to meet the needs of the school.
· Work in collaboration with the SBM to meet the wider needs of the whole school.











Personal Specification 
Experience
· GCSE A*-C in English and Maths. (E)
· 2 A Levels or equivalent qualifications. (E)
· A degree. (D)
· Previous experience of managing others. (E)
· Previous experience of working in a school environment. (E)
· Previous experience of school admissions is advantageous. (D) 
Skills and Knowledge
· Excellent communication skills, both verbal and written. (E)
· Excellent inter-personal skills including the ability to handle situations with tact and sensitivity. (E)
· Knowledgeable of how schools operate, and the role administrators play in supporting the whole school. (E)
· Ability to manage and prioritise workload. (E)
· Ability to effectively manage the work of others. (E)
· Ability to build positive relationships with both internal and external stakeholders.
· Excellent ICT skills, confident in using Microsoft Office packages. (E)
· Strong attention to detail. (E)
· Experience of finance procedures and working with finance systems. (D)
Personal Attributes 
· Commitment to our values and mission that All Children Can Achieve Success. (E)
· Commitment to safeguarding and promoting the welfare of children and young people. (E)
· A willingness to do what it takes to support the success of the whole school. (E)
· Ability to use your initiative and to be forward thinking. (E)
· Ability to be flexible and adaptable to meet the needs of the school. (E)
· Ability to act with discretion in sensitive matters. (E)
· Ability to remain calm under pressure. (E)
· A team player. (E)
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