OFFICE MANAGER

Job Description
Grade 6 £20,541-£23,111 pro-rata
Term-time only + 5 CPD days
PURPOSE OF POST:

In line with the aims, targets and policies of the school:

· To ensure the smooth running and operation of the school office
· To ensure health & safety guidelines are kept up to date and all staff are aware of risks

· To liaise with parents and outside agencies in a professional manner

· To assist in the preparation, monitoring and control of the school budget and school funds
· To be responsible for the day to day running of financial procedures in line with school policy

RESPONSIBILITIES:

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support diversity and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Be responsible for all aspects of line management of administrative, premises and lunchtime staff as appropriate

· Produce and respond to correspondence as directed by the Head Teacher

· Provide support, guidance and support to the school leadership team
· Attend and participate in relevant meetings as required

· Participate in training and other learning activities and performance development as required

There will be a requirement to treat information with discretion and strict confidentiality at all times

KEY TASKS:

Main duties will include:
· To work with Headteacher to ensure SFVS is maintained

· Produce orders in computerised form
· Receive goods and check against delivery notes and copy orders

· Contact suppliers regarding deficiencies damage or discrepancies

· Check invoices and keep up to date financial records

· Complete orders and forward to the LA for payment

· Liaise with Headteacher over monthly financial summaries and end of year documentation

· Monitor the expenditure by individual budget holders and prepare and produce budgets and regular up-dates for their attention
· Ensure the correct coding of all budgetary expenditure including that spent within the staff development budget informing the Headteacher of possible under or over spending

· Record petty cash/credit card purchases

· Ensure the proper collection, recording and banking of any money received by the school

· When required submit accurate records for analysis by auditors and be prepared to discuss and explain all entries

· Collect pupil payments for trips and visits, issuing receipts and keeping an accurate record of all the money paid in

· Collection, checking and banking of all cash within the school

· Count and reconcile weekly school fund receipts
· Control, balance and bank school fund receipts

· Prepare Private School Fund accounts for audit and produce various summaries when required and annual end of year accounts for the Governor’s Autumn Term Meeting

· Support Headteacher with Health & Safety ensuring all paperwork is current.

· To act as database administrator and key contact for the schools information management systems (SIMS), taking the lead role in the development and

maintenance of the systems within school.

· To manage the school email account ensuring appropriate action is taken, dealing with emails, replying to or forwarding them accordingly in a professional manner, ensuring that urgent matters are drawn to the Headteacher's attention.

· To maintain and record staff absences within Juniper and ensure the appropriate paperwork is completed in accordance with LA procedures.

· To oversee admission arrangements of new intake children and any other children arriving in year.

· Ensure all pupil records (non-curriculum) are kept up to date.

· To liaise with other schools as required to transfer pupil data electronically.
· To provide admin support for all staff including photocopying and laminating as required.

· To deal with Secondary school transfer documentation.

· To maintain the school's Single Central Record and ensure all records/training are up to date.

· To work with the Site Manger to coordinate efficient operation of the school, the site and all facilities in line with health and safety regulations, asbestos management and risk management. 

· To project manage all building and grounds improvements including liaising with contractors and LA, ensuring all work is carried out to the agreed specification.

· To be responsible for the school personnel administration including the maintenance of confidential staff records.

· To be responsible for the administration of staff vacancies including preparing adverts with the Headteacher, letters, information packs and references for candidates

GENERAL:

· Such duties of a similar nature as the Headteacher may reasonably require

