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Note:  These are broad descriptions of the types of duties/activities expected at this level, for illustrative purposes.  They are not intended to provide an exhaustive list of duties. 
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POST TITLE:    Office Manager
 	 	    
POST LEVEL : Band F (NJC Scale 7-11) 	 
 
BROAD DESCRIPTION: 
Responsible to Headteacher for organising and providing effective school administration, management information systems and for the provision of a comprehensive administrative service for the Head, SLT and 
Governors.  
Personnel Administration
Contribute to establishing and maintaining a culture of safeguarding children.         Contribute to the school’s statutory duty to safeguard and promote the welfare of children. 
 
Responsibility for people (other than employees supervised/managed): The post has some direct impact on the well-being of individuals or groups (ie physical, mental, social, health and safety), through contributing to the smooth running of office procedures and activities. 
. 
Responsibility for staff: The post has no responsibility for staff.
 
Responsibility for budget:  The post has no responsibility for finance.
 
Responsibility for physical resources: The post has some responsibility for physical resources, involving responsibility for data/records and premises issues.
  
 
TYPICAL TASKS, DUTIES AND RESPONSIBILITIES: 

Reception:  
· Ensure reception area is welcoming and tidy. 
· Receive visitors and deliveries/goods, dealing with associated administration (security badges, signing delivery notes, checking for safeguarding information and relevant H&S paperwork)
· Show visitors around 
· Deal with telephone calls and other enquiries, provide general information, take messages  Be a first point of contact for students/pupils requiring help/support and referring them to other appropriate staff in school  



Office duties: 
· Handle incoming mail and deliveries, ensuring appropriate distribution 
· Undertake word processing,  produce standard letters – amend with up to date information 
· (e.g. letters to parents re events in school), produce documents from drafts 
· [bookmark: _Hlk132813533]Administer late students 
· Assist with production of school newsletter 
· Distribute documents and materials within the school. 
· Arrange meetings and manage the school diary.
· Manage the office routines and systems, instituting changes as necessary. 
· Deal with detailed and specific parental queries and provide advice and guidance to staff, pupils and others. 
· Manage complex administrative procedures and queries/enquiries 

Records:
· Maintain pupil and staff data, update, retrieve information and collate reports. Complete paperwork for admissions and leavers. 
· Produce attendance registers from MIS, record and maintain attendance and reasons for absence, following up as necessary (e.g. chasing sick notes from parents) Complete absence returns for teaching and support staff . 
· Undertake other routine procedures, assist in completing all statutory data returns. 

Management information: 
· Develop, manage and maintain record/ information systems  
· Manage all data collection and reporting - to Headteacher, Governors, DfE 

Premises: 
· Keep an up to date record of maintenance work carried out at the school. 
· Liaise with the MAT Facilities Team and caretaking staff re general maintenance & oversee work.  
· Manage administration of school facilities, including lettings and publicity to maximise income. 
· Liaise with caretaking staff regarding security and maintenance of premises. 
· Complete all necessary paperwork in connection with the repair and maintenance of the school premises. 

Personnel: 
· Handle the personnel admin processes related to the appointment of all staff from recruitment, pre employment checks and employment and induction.  
· Maintain the school’s Single Central Record.
· Manage the Personnel MIS and HR system records.
· Arrange training for appropriate staff. 
· Arrange for all safeguarding checks for volunteers and governors.
· Help run Parent Governor Elections.
 
 General: 
· Assist with the promotion of the school.
· Assist with pupil welfare, liaising with parents, medical, welfare and other staff as appropriate 
· Participate in training, learning and development activities. 
· Attend and participate in meetings as required. 
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

QUALIFICATIONS, TRAINING AND LIKELY ABILITIES 
 
NVQ level 3 (or equivalent qualification) or evidence of equivalent knowledge and experience in a relevant discipline  
Minimum GCSE (or equivalent) English and Maths and grade A-C 
Word processing qualifications (NVQ, CLAIT, ECDL) or equivalent knowledge/ skill 
Knowledge of specialist ICT packages, eg finance and SIMS  
Experience of office administration  
Experience of working in a school environment 
Supervisory experience  
Good communication skills, oral and written 
Excellent organisational skills 
Display commitment to the protection and safeguarding of children and young people 
Value and respect the views and needs of children 
Be aware of and comply with school policies and procedures ( e.g. child protection, equal opportunities, health and safety, data protection, confidentiality, contract standing orders),  Can maintain confidentiality at all times 
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