
JOB DESCRIPTION
JOB TITLE:

School Office Manager
REPORTS TO:

HEADTEACHER
SUPERVISES:

School Secretary
SALARY:

KR6 – Tenax pay range (min £21,800 max £23,262 FTE) – pro rata approx. £9,000-£10,000
HOURS:


Between 15-20 hours per week, term-time only plus 2 weeks
JOB PURPOSE:

To support the school’s Headteacher and Leadership Team, and Trust GFC and HR Director, to enable effective decision making and achievement of the school’s objectives.
To support high quality strategic operational planning to ensure that the School and Trust makes best possible use of resources and is able to provide the best outcomes for pupils.

To assist the Headteacher with the efficient management of the school’s resources along with maintaining an overview of administration, personnel, premises, and health and safety matters.
To be responsible and point of contact for maximising income generation thorugh letting the premises to external users and supporting development of grant applications to support the school. 

PRINCIPAL RESPONSIBILITIES/DUTIES
· Together with the School Secretary provide general administrative support to the Headteacher – ensuring accuracy and confidentiality at all times.

· To work on a variety of tasks supporting the school’s Leadership Team’s responsibilities in a well-organised and timely manner.

· To liaise with the central Trust finance and human resources functions in respect of general finance, payroll and HR related matters. 
· Manage and ensure the accurate maintenance of the school’s staff information management systems, website and records. 
· Work collaboratively with the School Secretary and Caretaker to ensure the school premises are being maintained to high standard.

· Act as the school’s Health and Safety Lead
· Design, develop, implement and maintain effective electronic administrative processes and procedures

· Manage an induction programme for all new staff and support the continuing professional development of the team.

· Maintain stationery and office supplies.

· To provide support to the school office at busy times.

· Attend meetings and training sessions as required.

· Generate correspondence and reports as required.

· Minute taking including those related to HR processes and procedures.

· Be involved in extracurricular activities, e.g. open days, presentation evenings.

· Act as the school HR link lead and school’s principal point of contact for school-based HR matters.
· Liaison with central HR team in respect of:

· Recruitment

· Personnel records including maintaining personnel files

· Single Central Record

· Payroll and absence

· Induction and probation procedures

· Starters and leavers

· General HR functions as required

· Liaison with central Finance team in respect of:

· Assisting with finance queries at a local level

· Adding purchase orders to the finance system for electronic approval
· Reconciling School Trip Income 
· To pursue unpaid invoices with parents

· To arrange the timely return of charge card paperwork, invoices and receipts

· General finance functions as required
Generic Duties relevant to all members of staff

1.1 The Trust

All staff are expected to be committed to the ethos of the Trust in everything they do.

It is expected that all staff work collaboratively as members of the Trust to share good practice, resources and ideas and realise the Trust’s visions and aims.  All staff should act with professional integrity at all times, following the Staff Handbook.
Your role is expected to be largely based at the school, however you may be asked to work at any of the other academies within the Trust or partner schools and you should expect to travel between sites as required.

1.2 Teaching and Learning

This is our core business and therefore it is an absolute priority.  Although this role is not a direct teaching role you are expected to support all teaching staff, irrespective of seniority, to ensure they concentrate on the core business.  This may mean undertaking tasks outside of your area of responsibility where required.

1.3 ICT

It is expected that all teaching and support staff follow the ICT Vision of the Trust.

Security procedures must be followed when using ICT systems.

All staff are expected to follow (and ensure students follow) the procedures as laid out in the Trust’s Acceptable Use Policy.  Staff are also expected to ensure that they follow Trust policies with regard to professional conduct when using ICT systems or Trust ICT equipment.

1.4 Health and Safety

Employees are required to work in compliance with the Trust’s Health & Safety Policies and under the Health and Safety At Work Act 1974 (as amended), ensuring the safety of all parties they come into contact with, such as members of the public, in premises or sites controlled by the Trust.

In order to ensure compliance, procedures should be observed at all times under the provision of safe systems of work through safe and health environments, including information, training and supervision necessary to accomplish those goals.

1.5 Safeguarding

The Tenax Schools Trust is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people.  All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Tenax Schools Trust.  Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Safeguarding Lead.

This job description forms part of the contract of employment of the person appointed to the post.  The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time at the discretion of the Trust and the Headteacher.  This job description will be reviewed annually and is an integral part of the appraisal and line management process.

Person Specification

School Support Manager 
	General heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	Experience of administrative work in a busy school environment

Educated to NVQ Level 3 or equivalent



	
	Knowledge of relevant policies and procedures
	Knowledge of general school policies and procedures

	
	Literacy
	At least English GSCE (A-C) level or equivalent

	
	Numeracy
	At least Maths GSCE (A-C) level or equivalent

	
	Technology
	Experience of Microsoft Office suite

Experience of Schools MIS system (preferably Arbor or any similar cloud based systems)
Experience of HR systems desirable

	Communication
	Written
	Ability to complete forms, write routine letter

	
	Verbal
	Ability to exchange verbal information clearly and sensitively with children and adults

	
	Languages
	Overcome communication barriers with children and adults

	
	Negotiating
	Ability to consult with colleagues

	Working with children
	Behaviour Management
	Understand and implement the school’s behaviour management policy   

	
	SEN
	Understand and support the differences in children and adults and respond appropriately

	
	Curriculum
	Understanding of the learning experience provided by the school in relation to the role

	
	Child Development
	Understanding of the way in which children develop in relation to the role

	
	Health & Well being
	Understand the importance of physical and emotional wellbeing

Ability to support children who may be unwell  

	Working with others
	Working with partners
	Understand the role of others working in and with the school

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with children, their families and carers and other adults

	
	Team work
	Ability to  work effectively with other adults in the school

Ability to work on own 

	
	Information
	Ability to provide timely and accurate information

	Responsibilities 


	Organisational skills
	Good organisational skills

Ability to work accurately with attention to detail

	
	Time Management
	Ability to manage own time effectively

	
	Creativity
	Ability to follow instructions

	General
	Equalities
	Demonstrate a commitment to equality

	
	Health & Safety
	Basic understanding of Health & Safety

	
	Child Protection
	Good understanding of and commitment to child protection procedures

	
	Confidentiality/Data Protection
	Understand procedures and legislation relating to confidentiality

	
	CPD
	Demonstrate a clear commitment to develop and learn in the role

Ability to effectively evaluate own performance
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