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Office Manager (Grade 6) – Stanley Crook Primary School
	Category
	Essential
	Desirable

	Qualifications / Professional Development
	• GCSE Grade C/4 or above (or equivalent) in English and Mathematics
• Relevant administration, business, finance or office management qualification, or equivalent experience
• Evidence of continuing professional development relevant to office administration, finance, safeguarding, data protection or school business functions
	• Level 3 or above qualification in Business Administration, Finance, School Business Management or a related area
• Training in Arbor MIS, Oracle or other school financial systems
• First Aid qualification

	Experience
	• Significant experience working in an administrative or office management role
• Experience of financial administration, budgeting processes and maintaining accurate financial records
• Experience of customer service and dealing with a wide range of stakeholders professionally
• Experience of using ICT systems and databases to maintain accurate records
• Experience of handling confidential and sensitive information appropriately
	• Experience working within an educational setting
• Experience of school finance systems and procurement procedures
• Experience of Arbor MIS or similar Management Information Systems
• Experience of supervising, supporting or managing staff
• Experience of maintaining a Single Central Record

	Knowledge and Understanding
	• Knowledge of office administration systems and procedures
• Understanding of financial processes including purchase orders, invoicing and reconciliation
• Understanding of data protection and GDPR requirements
• Understanding of safeguarding responsibilities within a school environment
• Understanding of attendance monitoring and administrative procedures
• Awareness of health and safety requirements within the workplace
	• Knowledge of Local Authority financial procedures and procurement regulations
• Understanding of school admissions processes
• Awareness of education legislation and statutory school requirements

	Skills, Qualities and Abilities
	• Excellent organisational and time-management skills
• Ability to prioritise workloads and meet competing deadlines
• High standards of accuracy and attention to detail
• Excellent verbal and written communication skills
• Ability to build and maintain positive relationships with pupils, parents, staff, governors and external agencies
• Ability to work independently and use initiative
• Ability to manage sensitive situations professionally and confidentially
• Excellent ICT skills, including Microsoft Office applications and data management systems
• Ability to produce reports and maintain accurate records
• Ability to contribute positively to the wider life of the school
• Professional, approachable and welcoming manner
• Commitment to high standards of customer service

	• Ability to supervise and support administrative colleagues
• Ability to analyse data and present information clearly to leaders and governors
• Experience of contributing to school improvement and business efficiency initiatives

	Personal Attributes
	• Demonstrates integrity, professionalism and discretion
• Commitment to maintaining confidentiality at all times
• Flexible, reliable and resilient when working under pressure
• Commitment to equality, diversity and inclusion
• Positive attitude towards change and continuous improvement
• Commitment to the values of Stanley Crook Primary School
	• Willingness to undertake additional training and professional development opportunities

	References
	• Positive professional references
	• Professional references without reservations

	Safeguarding
	We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. The successful candidate will be required to obtain an Enhanced Disclosure through the Disclosure and Barring Service (DBS) and demonstrate a clear understanding of safeguarding responsibilities appropriate to the role.
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