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Office Manager – Job Description
	Post: 
	Office Manager

	Grade: 
	6

	Responsible To: 
	Head Teacher/School Business Manager

	Job Purpose 
	· To work alongside the School Business Manager to maintain a united, committed and highly effective administrative team.

· Effectively lead the administrative team to ensure the smooth running of the school.


Duties and Responsibilities 
· Hold high expectations of themselves and others;
· Be committed to the school’s Rights Respecting School ethos;
· To maintain confidentiality at all times;

· The ability to problem solve, to be creative and to use initiative;

· The ability to effectively manage change and to deal with conflicts;
· The ability to be consistently hardworking and conscientious;

· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude;
· Excellent organisational skills and an ability to work efficiently with consistency;
· To be able to work under pressure with a high level of accuracy, thereby meeting required deadlines;
· Have a commitment to the whole life of the school;

· Have a sense of humour;
· To effectively report to the School Business Manager;

· The ability to work alongside the School Business Manager to create a united, committed and highly effective administrative team;

· Effectively lead and manage office staff to ensure the smooth running of the school;

· Be responsible for the day to day management of the school office;

· Ensure day to day administrative tasks (photocopying, telephone calls etc.) are distributed to the administrative team fairly and efficiently;

· Attend staff briefings and ensure staff are updated with any relevant information; update the school diary following the briefing and when any changes occur;

· Alongside the School Business Manager, develop, organise and monitor administrative systems, procedures and policies;

· Ensure that the school’s administrative policies and procedures are followed and that all administrative tasks are carried out efficiently in order for deadlines to be met;
· Prepare and complete documents and returns in relation to admissions and registration procedures and transfers to other schools;
· Monitor and update the SIMs pupil database as required;

· Provide support, advice and guidance on administrative issues to senior staff, the Governing Body and other staff;
· Support the School Business Manager in the area of Health and Safety;

· Support the Head Teacher and Business Manager in the area of General Data Protection Regulations;

· Undertake financial tasks as directed by the School Business Manager using the FMS software when required;

· To be responsible for the Private School Fund Accounts;

· To ensure the annual stock check is carried out routinely and accurately;

· Support the Head Teacher/School Business Manager with administrative tasks in relation to the Governing Body;

· Liaise with other staff, pupils, parents, carers and external agencies;

· Ensure that parents and visitors are helped in an appropriate manner;

· Maintain records and information systems;

· Produce detailed reports and information;

· Analysis of data when required;

· Responsibility for completion and submission of forms, returns etc. as requested by the Head Teacher/School Business Manager;

· Produce and respond to correspondence as required;

· Be responsible for the updating of the school website and monitoring its content;

· Contribute to the marketing and promotion of the school;
· Manage lettings and the use of premises;

· Provide appropriate assistance throughout the day, including lunchtimes and pre/post school activities;

· To attend any training courses relevant to the post, ensuring continuing, personal and professional development.

· Ensure pastoral care and support is given to sick and injured children and that appropriate action is taken as necessary, ensuring parents and school staff are fully informed of incidents and accidents;

· Maintain accident records;

· The post holder may undertake any other duties that are commensurate with the post;

· The post holder has common duties and responsibilities in the areas of: Quality Assurance, Communication, Professional Practice, Health and Safety, General Management (where applicable), Financial Management (where applicable), Equalities Information, Confidentiality and Induction.

