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Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Role: 	Junior School Office Manager
Reporting to: 	Junior School Head
Summary role:	To lead and oversee the efficient organisation and day-to-day running of the Junior School Office, ensuring the highest standards of administrative support across the school. The Junior School Office Manager will work closely with the Junior School Secretary, as well as pastoral and academic staff, the Bursary, Admissions, Communications and Alumni teams, and administrative colleagues across the wider school. The post holder will be based on the main reception desk and act as a key ambassador for Exeter Junior School.

Key Duties:
The role has full, delegated authority for all aspects of its basic function; 
Routine tasks will include:
· To be the first port of call for visitors and parents – the face of the School, dealing with enquiries, answering and screening telephone calls and processing email and mail.
· Providing basic first aid care to pupils as required, including responding to minor illnesses (e.g. sickness) and accidents along with supporting diabetic children. Please note there is a school nurse on site.
· Prepare PowerPoint presentations for INSET, Speech Day, and other events, with support from the Junior School secretary.
· Directing telephone queries to the best point of contact. 
· Attend open mornings and admission events throughout the year, including some Saturdays. 
· Publishing information to parents regarding concerts etc and manage guest lists.
· Booking coaches for whole school events.
· Keeping the pupil admissions and census up to date.
· Taking and relaying accurate messages in a timely manner.
· Administration of office procedures with responsibility for the efficient organisation of practices within the School Reception.
· Management of the School Reception will include assistance with the recruitment of staff, and the maintenance of the House style and other good working practices. 
· Set up new pupils and paperwork for pupils leaving, working with the deputy head and IT team.
· Complete registration in the absence of the junior school secretary.
· Distributing school communications, letters and notices to parents as directed. 
· Record staff absences.
· Assisting with the administration of school trips, events and routine correspondence.
· The Junior School Office Manager will line manage the Junior School Secretary and provide oversight and support.


Providing administrative Support to the Head of Junior School
· Maintaining the Head’s electronic diary, emails, ensuring schedules work efficiently and effectively. 
· Schedule and facilitate meetings, either in person or virtual, to ensure effective prioritisation and a manageable programme of meetings, to include the preparation and circulation of agendas and minute taking as and when required by the Head. Organise venues, equipment and catering, as required.
· Publish all trips and activities on the parent intranet.  
· Preparing the Head’s reports and associated papers for Governor’s meetings.  
· Preparation of the Head’s correspondence; speeches, letters, end of term reports from notes. Proofreading of all documents which are sent or published under the Head’s signature.  
· Assist the Head and deputy head with production of inspection documentation as required.
· Dealing with complaints both orally and in writing; compilation and summary and analysis of complaints files on a termly basis.
· Take minutes for relevant meetings as and when required.
· Assist with planning for prizegiving events. Prepare and send invitations. Manage guest lists.

General responsibilities: 
· Ensure all duties are carried out in accordance with Health and Safety regulations and with due regard to child protection and safeguarding. 
· Undertake any training and development for the better fulfilment of the post. 
· Undertake any ad hoc duties or projects as requested. 
· Undertake any other duties and responsibilities as determined by the Head of the junior school. 
Safeguarding	
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 
The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

Person Specification
	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Excellent written and spoken communications skills 
GCSE English and Maths grade A* to C or equivalent

	Recent safeguarding training 
First aid qualifications
	Application form and qualifications

	Experience 
	Experience of working in a busy office environment. 


	Experience of working in a junior school and having face to face contact with pupils

Experience of managing staff
	Application Form Interview 
Professional references

	Knowledge and understanding 
	IT skills including but not limited to competent user of Microsoft Office packages including Word, Excel and PowerPoint.

	Knowledge of iSAMS and My School Portal.

Knowledge and understanding of Keeping Children Safe in Education
	Application Form Interview 
Professional references

	Skills 
	Communicate clearly and tactfully in all situations
Ability to deal with regular interruptions and to balance multiple ongoing tasks
The ability to work accurately and effectively under pressure to deadlines
Promote a positive working environment 
Ability to work effectively within a team 
Ability to work effectively with minimal supervision and to act on own initiative
Attention to detail
Able to maintain a high level of confidentiality and discretion at all times
Be able to take minutes accurately and efficiently


	Willingness to “go the extra mile” 

Willingness to learn, adapt to and embrace new change initiatives
	Application Form Interview 
Professional references

	Personal characteristics 
	Highly organised, resourceful and efficient, demonstrating a sense of responsibility and pride in maintaining high standards.
Willingness to learn and grow, with a proactive approach to understanding the school’s culture, values, and activities.
Approachable and empathetic, showing compassion, kindness and emotional intelligence when engaging with children, families, and colleagues.
Resilient and calm under pressure, with the ability to adapt flexibly to changing needs while maintaining a positive outlook.
Friendly and professional, with a genuine interest in supporting others and building trusting relationships.
Respectful and inclusive, able to form and maintain appropriate boundaries with children, young people, and adults.
Reliable, punctual and conscientious.
A good sense of humour and warmth, helping to create a positive, welcoming environment for all.
	
	Application Form Interview 
Professional references



Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 
Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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