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	Post title

	Office Manager

	Grade

	6

	Hours
	Full Time

	School Name

	Stanley Crook Primary School

	Reporting to

	The postholder will be accountable to the Headteacher

	Location

	Your normal place of work will be Stanley Crook Primary School

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure. 
This post is exempt from the Rehabilitation of Offenders Act 1974. As the post will involve regulated activity with children, it is a criminal offence to apply for this post if you are included on the children’s barred list held by the DBS.


Job Purpose
To lead and manage the efficient day-to-day operation of the school office, providing high-quality administrative, financial and customer service support to pupils, staff, parents, governors and external agencies. The postholder will be responsible for a range of financial administration processes, attendance monitoring, safeguarding procedures, pupil information systems, procurement activities and general office management duties, ensuring that school systems operate effectively and professionally.
The Office Manager will act as the first point of contact for visitors, parents and external agencies and will contribute to maintaining a safe, welcoming and well-organised school environment.
Main Duties and Responsibilities
Financial Administration
The Office Manager will:
· Operate the school's financial systems, including Oracle and other local authority financial platforms.
· Raise and process purchase orders in accordance with school financial procedures.
· Monitor outstanding orders and invoices and liaise with suppliers where required.
· Support budget monitoring by maintaining accurate financial records.
· Process and reconcile income received by the school.
· Produce and maintain Money Received Reports.
· Complete and submit petty cash returns and maintain accurate records.
· Administer Cool Milk registrations, payments and reporting.
· Apply childcare voucher payments and other childcare-related payments to pupil accounts.
· Support the administration of school trips, clubs and educational visits, including collection and reconciliation of payments.
· Maintain and reconcile school fund accounts.
· Complete monthly school fund spreadsheets and financial reconciliations.
· Prepare financial information for audit purposes and leadership review.
· Ensure compliance with financial regulations, procurement rules and school procedures.
· Maintain secure records of all financial transactions.
Procurement and Contract Management
The Office Manager will:
· Manage procurement processes in line with Local Authority and school requirements.
· Obtain quotations and source value-for-money purchases.
· Maintain supplier records and approved contractor information.
· Monitor contracts, service agreements and renewal dates.
· Ensure purchasing decisions comply with school financial regulations and procurement guidance.
· Support the Headteacher in achieving best value across all purchasing activities.
School Information Systems
The Office Manager will:
· Be an experienced user of Arbor Management Information System (MIS).
· Maintain accurate pupil and staff records.
· Generate reports for leadership, governors and external agencies.
· Administer admissions, leavers and pupil transfers.
· Manage communication systems including email, in-app messages and parent communication platforms.
· Ensure compliance with data protection and GDPR requirements.
Attendance Administration
The Office Manager will:
· Monitor daily attendance and punctuality.
· Follow first-day calling procedures for absent pupils.
· Contact parents and carers regarding unexplained absences.
· Produce attendance reports for school leaders.
· Identify attendance concerns and escalate appropriately.
· Support attendance improvement strategies and maintain accurate attendance records.

Safeguarding Responsibilities
The Office Manager will:
· Act in accordance with the school's safeguarding and child protection procedures at all times.
· Follow all safeguarding reporting procedures and immediately report concerns to the Designated Safeguarding Lead.
· Maintain confidentiality whilst ensuring appropriate information sharing where necessary.
· Support visitor management procedures, including identity checks and signing-in arrangements.
· Maintain the Single Central Record and carry out any relevant checks during recruitment.
· Be aware of safeguarding, Prevent, online safety and child protection responsibilities.
· Participate in safeguarding training and updates.
· Ensure the school reception area remains secure and compliant with safeguarding requirements.
The school's safeguarding responsibilities reflect current school safeguarding procedures and job role expectations. 

General Administration and Office Management
The Office Manager will:
· Manage the daily operation of the school office.
· Supervise and support administrative staff where applicable.
· Answer telephone calls promptly and professionally.
· Welcome visitors and manage reception duties.
· Respond to parental enquiries and provide high-quality customer service.
· Manage school correspondence, emails and postal services.
· Maintain pupil files and office records.
· Coordinate meetings and appointments.
· Support the organisation of school events and activities.
· Order and maintain office supplies.
· Prepare routine reports, returns and documentation.
· Assist governors, staff and leadership with administrative requirements.
· Maintain accurate filing systems, both electronic and paper based.

Health, Safety and Compliance
The Office Manager will:
· Support compliance with statutory school requirements.
· Maintain records relating to health and safety, training and compliance checks.
· Promote safe working practices.
· Ensure secure storage of confidential information.
· Support school emergency procedures and business continuity arrangements.

Values and behaviours
To demonstrate and be a role model for the school’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the service in education we provide.
Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role and to be creative, innovative and empowered. Understand the operational impact of transformational change within the school. 

Communication
To communicate effectively with our pupils, senior leadership team, peers, and partners and to work collaboratively to provide the best possible education. Communication between colleagues, services and partner organisations is imperative in providing the best possible education. 

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the schools Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the school’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our school’s responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the school’s appraisal processes to ensure continuous learning and improvement and to increase schools’ performance.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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