[image: image1.png]Q .' P
su'ss.
A3

% BOROUGH GREEN

Primary School




JOB DESCRIPTION

JOB TITLE:                            Officer Manager
JOB HOLDER’S NAME:        
REPORTS TO:                       Headteacher
	Purpose of Job:

Is responsible for the overall co-ordination of the work of the school office and school office administration systems undertaking administrative, financial, organisational

processes, maintaining confidentiality at all times. To provide the Headteacher with full and comprehensive administrative support service.
 

	Outline of Main Duties:

1. Undertake a diverse range of secretarial and administrative duties for the Headteacher and other staff to ensure well presented and accurate correspondence, reports and other documentation.
2. Supervising and monitoring the work of other admin personnel and site manager.
3. Provide information to the Headteacher on a range of personnel issues including, ensuring correct contracts of employment are issued in line with employment legislation and maintaining and monitoring records of absence in order that the Headteacher can plan accordingly.

4. Provide a point of contact for pupils and parents at reception to deal with any problems that arise in the first instance or refer them on to ensure that problems are dealt with effectively.

5. Maintain and update all pupil database files, documents and correspondence to ensure up to date information is being held by the school and that sensitive information is secure, confidential and complies with GDPR regulations.

6. Administer medicines and first aid to pupils as appropriate; maintain pupil medication records, in order to adhere to strictly laid down procedures.

7. Arrange supply cover when needed, process the relevant paperwork, including insurance claims, and monitor the supply budget to ensure that the school is sufficiently staffed at all times.

8. Process adhoc/supply staff timesheets including midday supervision cover to ensure deadlines are met and prompt salary payment is made.

9. Administrate the Personnel function, updating the record system and processing paperwork for new appointments, changes and terminations to send to Area Offices to ensure that all staff receives the correct contracts and pay. Reconcile payroll monthly.

10. Ensure safeguarding of children through conducting DBS and other checks and ensuring relevant training is undertaken by staff and volunteers.

11. Deal with any emergency issue in the absence of office colleagues to ensure the efficient running of the school office is maintained.

12. Manage the Arbor database to ensure accurate recording and retrieval of the information relating to pupils.

13. Liaise with the school’s Parents Association and the site manager to ensure lettings are monitored.
14. To carry out the reconciliation of both bank accounts for the School on a regular basis and ensure that the Schools No 2 Account is audited on a yearly basis. 


	Experience, Skills and Attitudes:

1. Have qualifications in literacy and numeracy equivalent to at least GCSE

2. Up to date knowledge and practical experience of current hardware and software packages.

3. Minimum of 5 years experience within an office environment, preferably within school administration.
4. Be able to work effectively as part of a team but also be able to work independently and on own initiative.  

5. Must be flexible with effective time management skills, able to prioritise own workloads and work to deadlines.
6. Be able to work calmly under pressure with the ability to adapt quickly and effectively to changing circumstance/situations.

7. Must have excellent communications skills and interpersonal skills with both children and adults.
8. Experience of supervising/managing staff.
9. Experience of managing conflict and negotiating. 
10. Must have ability to critically evaluate own performance.



	Scope for impact:

The Office Manager at Borough Green makes a strong contribution to the school. They provide support to all staff allowing them to make even more effective use of their time, professional knowledge, skills and understanding. The post holder should actively seek ways to promote the image of the school within and beyond the local community and provide the first point of contact within the school, defusing conflict situations whilst maintaining a positive school image.


	Job Context:

· The post is based solely within the school.
· Contacts include: parents, teachers, support staff, site manager, Governing Body, school nurse, contractors, social Services, LEA staff, Police, statutory agencies, supply agencies, school’s personnel, EIS.



I acknowledge the Conditions of Employment and the above Job Description.
Signed …………………………………………..           Date………………………………..
