Job Description

	Employer Name:
	Genesis Education Trust

	Job Title:
	Office Manager

	Reports To:
	Headteacher/ SLT

	Role Summary:

The Office Manager is responsible for overseeing the administrative operations of the school, leading the office team, and ensuring the efficient delivery of support services. This role includes managing pupil admissions, maintaining accurate records, and supporting the SLT and wider school community. The postholder will uphold confidentiality, compliance, and high standards of professionalism in all areas of responsibility.


	Key Responsibilities

· Manage and supervise the school office team, delegating tasks effectively to ensure smooth daily operations.
· Oversee the planning and coordination of administrative projects and initiatives.
· Maintain a positive, professional working environment in the school office.
· Manage the full admissions process, liaising with the Local Authority and ensuring all pupil records are accurately maintained on SIMS.
· Update and manage personal data for pupils and parents in a timely manner.
· Ensure compliance with data protection regulations and secure handling of confidential information.
· Maintain the school’s MIS (Arbor) to ensure accuracy of data and reporting to relevant bodies (LA, DfE, health professionals, etc.).
· Monitor statutory changes in data requirements and ensure compliance.
· Generate reports on attendance, punctuality, and pupil data for SLT on a regular basis.
· Produce high-quality letters, reports, and documentation on behalf of the Headteacher and SLT.
· Coordinate and distribute the weekly school newsletter.
· Liaise with parents, carers, and external organisations as necessary.
· Organise school trips and journeys, including booking venues and transport, obtaining multiple quotes, and collecting relevant documentation (medical forms, consent, etc.).
· Maintain records for auditing purposes.
· Provide clerical support including photocopying, filing, emailing, and routine correspondence.
· Manage ParentPay systems for dinner monies and end-of-year procedures.
· Provide hospitality for guests and visitors.
· Answer incoming calls and respond to enquiries professionally.
· Operate and maintain ICT systems, including Arbor, MS Office (Word, Excel, Outlook), and internet platforms.
· Manage assets such as photocopiers and office supplies, ensuring timely stock control and replenishment.
· Provide general advice and support to staff, pupils, and visitors.
· Comply with policies relating to child protection, health and safety, data protection, and confidentiality.
· Promote equality of opportunity and challenge any form of discrimination.
· Handle sensitive situations with tact and professionalism.
· Demonstrate commitment to the school’s ethos, values, and goals.
· Participate in relevant training and professional development.

	General Information

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	To contribute as an effective and collaborative member of the School team
	· Any other duties as reasonably required by any manager of the school. 
· Participating in the ongoing development, implementation and monitoring of the business plans. 
· Attend regular meetings as required and make a positive contribution during meetings.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection.

 



	Person Specification
	Application
	Interview

	Experience 

	E1. Experience of working in an administration role 
E2. Experience in successfully managing a variety of projects simultaneously and achieving targets
D1. Experience of working within a school
	√
√

√

	√
√

√



	
Knowledge

	· D2. Demonstrated understanding of key tasks undertaken by a school office





	√


	√

	[bookmark: _heading=h.gjdgxs]Skills and Abilities

	E3.  Demonstrated interpersonal communication skills including the ability to deal with staff, visitors and children in an appropriate manner
E4.  Demonstrable ability to manage diaries and arrange meetings. 
E5.  An ability to manage competing demands,   work methodically, think systematically and achieve targets. 

Qualification (for which there is a requirement)

	



	√


√

√



