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Job Description
Office Manager

	Post Holder:
	

	The description of the duties, responsibilities and accountabilities for the post of Office Manager  Holy Trinity & St John’s CEP School have been set out in this job description.

	Responsibility Areas
	Office Manager

	Accountabilities
	A
	Generic duties relevant to all members of staff

	
	B
	Undertaking responsibilities as a member of school office staff

	
	C
	Undertaking responsibilities as the Office Manager

	

	Accountable to
	Headteacher

	Main Duties
	See attached information for detailed duties and responsibilities

	Signed
	                                                    Date:

	Signed
	                                                                  Headteacher


A -  General duties relevant to all members of staff   
To promote the mission, vision and aims of Holy Trinity & St John’s CEP School to ensure that each child achieves their full potential

It is expected that all staff work collaboratively to share good practice, resources and ideas and realise the school vision and aims. All staff should act with professional integrity at all times, following the school ‘Code of Conduct for Staff’ and contribute positively to your own appraisal, and line management. Undertake specific tasks reasonably delegated by the Headteacher.

Use of ICT
ICT must be used creatively to inspire and motivate pupils where it is relevant to do so.
All staff will be expected to utilise ICT and to improve communication and reduce paper use. Security procedures must be followed when using ICT systems.
All staff are expected to follow (and ensure pupils follow) the procedures as laid out in the schools ICT and safety policy. 

Data Protection
It is essential when working with computerised systems that you are completely aware of your responsibilities at all times under the Data protection Act 1984 (as amended) for the security, accuracy, and significance of personal data held on such systems.

Health and Safety
Employees are required to work in compliance with the schools’ Health and 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 school.
In order to ensure compliance, procedures should be observed at all times under the provision of safe systems of work through safe and healthy environments, including information, training and supervision necessary to accomplish those goals.

Safeguarding
Holy Trinity & St John’s CEP School 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, young people and adults and are to follow the safeguarding procedures adopted by Holy Trinity & St John’s CEP School. Any safeguarding issues must be acted upon immediately by informing a Designated Safeguarding Lead (DSL).

B: Undertaking responsibilities as a member of school office staff
To provide specific clerical and administrative or financial functions for the school under the direction or instruction of senior staff, taking a proactive role in relation to its day to day functioning. To work within the general aims and of the school and to contribute towards the overall Christian ethos of the school, paying due attention and regard to the policies.  To make full use of Performance Appraisal opportunities

Duties and Responsibilities:
· Support the day-to-day clerical and administrative functions of the school including clerical processes, word processing, IT based tasks requiring knowledge of various ICT packages and operation of office equipment and the processing of incoming and outgoing mail.
· Produce lists, information and data as requested by senior staff or external agencies (e.g. standard/statutory returns).
· Develop and maintain manual and computerised records and management information systems. 
· Act as the main point of contact for the school, investigating queries, assessing the nature of telephone calls, referring them to the appropriate person without referral to the line manager where possible, and receiving visitors in a courteous, prompt and efficient manner, to ensure that staff, service users and members of the public who contact the school are dealt with efficiently and consistently.
· Arrange and coordinate appointments and meetings on behalf of the Head teacher and other senior members of staff, organising venues and equipment, dealing with relevant documents and taking meeting notes as required.
· Administer medicines to pupils.
· Maintain medicine / first aid / accident reports for pupils and staff in accordance with LA guidelines.
· Carry out clerical work connected with medical arrangements in the school.
· Use the SIMS database to ensure accurate recording and retrieval of the information relating to pupils
· Manage all concerns and queries in person, in writing or by telephone ensuring these are dealt with effectively.
· To establish and maintain effective relationships with all colleagues and communicate effectively in order to ensure the efficient and effective administration of the school.
· Maintain an up-to-date record of pupil information and to advise appropriate staff of any changes.
· Ensure that all school files are updated and are in good order.
· Ensure the Headteacher’s diary is kept up-to-date, prioritising meetings as necessary and ensuring the Headteacher is appropriately briefed.
· Update the academic calendar, timetable and all other documents related to the school schedule and ensure communication is given to relevant staff, parents/carers and governors.
· Oversee the distribution of the mid-term and end of year reports.
· Oversee and distribute the school lost property and second-hand uniform.
· Produce and photocopy forms to be used within the school, including admission packs for reception children and in-year admissions.
· Use the school to parent communication system to effectively communicate with parents
· Provide parents with information about the school, enter new intake on SIMS database, ensuring all necessary procedures are complied with.
· Maintaining a neat and tidy environment. 




C: Undertaking responsibilities as the Office Manager
· Organise and manage the administrative work of the school office staff to guarantee an efficient and well-structured office system; plan and co-ordinate to ensure that deadlines are met, monitor and maintain office equipment levels. 
· Hold regular office team meetings to ensure clear communication of roles and progress of jobs
· To provide comprehensive secretarial and administrative support to the Headteacher and Deputy Heads
· To lead and manage the school’s administrative services including ICT.
· To contribute to monitoring of facilities.
· Manage pre-employment packs including DBS documentation check on behalf of the School to ensure safer recruitment.
· Manage the administration of the whole recruitment of all staff in consultation with the Headteacher.
· Maintain the School’s Single Central Record in line with DfE and Ofsted requirements for all stakeholders, including supply teachers, parent volunteers and governors.
· Liaise with HR on matters relating to staff and check contracts are set up correctly.
· Inform HR provider of staff changes or changes to pay on behalf of the Headteacher.
· Provide personnel advice and guidance to staff liaising with HR on their behalf.
· Liaise with the school business manager to manage the administration system for staff absence 
· Monitor staff absence and inform Headteacher as appropriate.
· Liaise with the headteacher with regards to staff absences, be a point of contact and lead on return-to-work interviews (including monitoring attendance information such as the Bradford Scale)
· Maintain confidential staff records.
· Manage the school’s administrative and financial computer systems ensuring that it is compliant with DfE requirements.  
· Maintain the computer database and produce documentation required by the school and DfE and submit the School Census.
· Manage the school office Information System to allow full computerisation of the administration, accounting and record systems.
· Ensure that the school’s administrative procedures are effective and review systems regularly.
· Compose own correspondence on standard issues.
· Manage the School Office, maintaining a neat and tidy environment. 
· Be responsible for completion and submission of statistical forms and school returns including those to outside agencies e.g. DfE.
· Order office stock and stationery as required.
· Communicate and co-ordinate admissions:
· In year casual admissions: Responsible for the entire IYCA process. This includes applications, pre-visits, updating SIMS, informing relevant staff, liaison with the previous school. Once the child is on our school role, this is then passed over to the attendance officer.
· Reception year intake: Responsible for bookings for visits, ranking and returning the relevant information to KCC, dealing with any queries (from parents and KCC), managing the reallocation process, tracking and recording information from new parents following an offer, being the main point of contact for our new parents prior to them starting in September. In addition to the above, also working with members of the SLT when planning the transition arrangements
· Organise school photographs.
· Maintain staff CPD records.
· Oversee all of the arrangements for school visits and events including; bookings, costings all communications, liaising with class teachers to ensure that they have ordered any packed lunches required from the kitchen and have completed all relevant paperwork (including risk assessments) in good time
· When required, take minutes at meetings, including termly resource governing body meetings
· Oversee the management of school policies, supporting procedures and practices with the operational needs of the school.  Implementing a system that ensures they are kept up to date and ratified at governor meetings as required.  


Communication and Marketing
· Ensure the website is up to date with relevant information
· Support with updating the website and use of social media to promote the vision, values and curriculum offer of the school
· Proofread documents to ensure accuracy and the agreed school theme and tone is used in all forms of communications (e.g agreed letterhead on all letters)
· Prepare and produce relevant school information and publications to parents, staff, governors and other agencies as required, ensuring the schools ‘branding’ is consistent throughout
· Support the Headteacher in designing and producing the School Prospectus, Parent Handbook and Staff Handbook.
· Maintain and keep up to date the information screen in the foyer, ensuring that it follows the schools agreed theme and tone.
· To review, develop and maintain the parent electronic communication system for the school
· To review, develop and maintain the school signing in system meets the legal requirements and is fit for purpose 
· To review, develop and maintain the signage around the school, ensuring that it follows the schools agreed theme and tone


Supporting your own Professional Development:
· Undertake training and other learning activities and attend relevant meetings, as required to ensure own continuing professional development, including appraisal with line manager.
· To review and reflect on your own progress and development. 

This job description describes in general terms the normal duties which the post holder will be expected to undertake. However, the job description or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post.

‘I have given you an example to follow: do as I have done for you’ John 13:15
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