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School Office Manager

Job Description

	Grade:
	Kent Scheme (KSD)
(37 hours per week, 39 weeks plus holiday entitlement)

	Responsible to:
	Headteacher 

	Responsible for:
	School Administrators
Receptionist



Purpose of the Job:

The School Office Manager oversees the daily operations of the school office, ensuring efficient administration, high‑quality communication systems and effective support for staff, pupils and families. The postholder leads the administrative team, manages key school processes, and ensures confidentiality, compliance and excellence in all administrative functions.

Key duties and Responsibilities:

· Ensure the smooth and effective running of the school office and all administrative and communicative systems
· Run the Year R admissions process and In Year Admissions
· Assist with the secondary transfer process
· Assist with organising parents’ evenings and other meetings and events, including the organisation of rooms and equipment, and providing refreshments as required
· Run the Arbor End of Year Procedure accurately
· Collate data and prepare statistical returns such as the pupil Census







Leadership:

· Line manage all administrative staff, including reviewing staff performance and carrying out appraisals
· Train and develop administrative staff, as appropriate
· Ensure that all members of the office present, at all times, a positive image to the school to all staff, parents and visitors both internally and externally
· Develop an office team that delivers and meets the needs of the school
· Make all decisions in line with the vision and values of the school, and encourage others to do the same

Administration:

· Manage manual and computerised record/information systems
· Provide personal, administrative and organisational support to other staff
· Oversee and organise the management of admissions procedures in line with Trust and Local Authority criteria, maintain waiting lists and allocate spaces accordingly in line with the school’s admissions policy
· Liaise with feeder schools to obtain accurate pupil records and school roll information on the MIS
· Liaise with destination schools regarding appropriate handover of information to new schools.
· Assist with managing the school’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary
· Manage and organise completed forms from parents
· Organise and distribute incoming and outgoing post
· Manage the induction process for new pupils
· Maintain and update the school website, ensuring compliance with statutory information requirements.

Resource Management:

· Oversee and operate relevant equipment and IT packages like the school MIS 
· Provide advice and guidance to staff, pupils and others on administration systems and events that take place in school
· Manage office expenditure with an agreed budget
· Ensure the office is kept tidy, organised and in good order at all times, making sure there are sufficient office resources available

Compliance:
Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times


General 

· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection. 
· Participate in training and other learning activities as required and to participate in appraisal and professional development.
· Work independently and as part of a team effectively.


In addition, the post holder will undertake any other miscellaneous work, deemed suitable by the leadership of the Trust.


We are committed to equality throughout our organisation. We are also committed to safeguarding and promoting the welfare of children and expect all staff and volunteers to share this commitment.



Post holder:	……………………………………………

Signed:	……………………………………………

Date:		……………………………………………


Reviewed: March 2026




Footnote: This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post. 
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