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Dover Christ Church Academy

J o b   S p e c i f i c a t i o n

Job title:

Office Manager
Salary:

Kent Range 7
Hours:


Full time (37 hours per week) plus 3 weeks
Tenure:
Permanent
Responsible to:
Director of Finance and Operations
Purpose:
To direct school administration by facilitating the effective and efficient development, maintenance and support of systems within the Academy.  This post works closely with the Senior Leadership Team to ensure Academy systems, policies and procedures are in accordance with statutory requirements and best practice.

OFFICE MANAGEMENT

· Line manage four members of staff (to include the Receptionist), carrying out annual staff performance appraisals and ensuring appropriate overlap of duties and skills to cover absence and periods of intense workload, training new administrative staff as required.
· Receive and monitor work through the office, allocating to administration staff as appropriate, identifying priorities and deadlines.

· Lead the office team in providing administrative support for academy events in partnership with the Principal’s PA and provide day to day management, monitoring general administrative procedures and be accountable for quality and accuracy.

· Oversight and planning of forthcoming events.

· Liaise with staff, students, parents/carers and external agencies when required.

· Dissemination of postal mail and Academy email, dealing with as appropriate.

· As delegated by SLT the completion and submission of forms, returns etc., including those to outside agencies.

· To provide cover for the Principal’s PA in their absence.

· To provide oversight of student admissions and exclusions procedures and annual students profiles (reports).

· To be responsible for the office filing system and to maintain school archives.

· To be responsible for office equipment, eg photocopier, franking machine, liaising with engineers if required.

· General administration duties, including letters, minutes, Individual Support Plans (in conjunction with the Pastoral Team), filing, shredding and ensuring confidential waste is appropriately disposed of.

Schools Information Management System (Currently SIMS)

· To be responsible for the collection of data from students and parents necessary for the accurate maintenance of SIMS and for the provision of student data reports for Academy purposes.

· Responsibility for the development and support of the common transfer system to provide consistency of data from school to school

· Setting up and maintaining procedures for entering and updating SIMS data, providing user guides where appropriate
· The co-ordination and processing of information needed to meet the DfE’s statutory requirements for reporting school and student information and performance, including School Census (student only) and other statistical returns
· To liaise with the Academy Data Protection Officer to ensure the use of data and information within the Academy is in accordance with GDPR.
· Ensure that SIMS is accurate and up to date, dealing with and setting student timetables, Student Census (3 times a year), creating the new academic year and providing statistical reports as required.
· Create and publish .net reports and templates on request
· Maintain and update DfE Secure (including GIAS), in-school data and data checking
COVER

· Line manage members of staff (Cover Supervisors), carrying out annual staff performance appraisals and ensuring appropriate overlap of duties and skills to cover absence and periods of intense workload

· Prepare a new academic year calendar in SIMS together with a member of SLT
· Promote students into the new year structure incrementing their curriculum years
· Ensure and manage the smooth transition from one academic year to the next with all sections of SIMS
· Ensuring the smooth transfer of data between Nova-T, Assessment Manager, Academic Management, Lesson Monitor and Parents Gateway
· Responsibility for the daily teaching staff cover arrangements
· Day-to-day oversight of cover budget.
· Deployment of agency cover with appropriate safeguarding orientation.
GENERAL

· To support the commissioning and effective implementation of new systems 
· To be aware of and adhere to all Academy policies, systems and procedures
· To ensure all practices within the Academy are held in accordance with best practice and national guidelines.

· To maintain and regularly review a clear and accessible full set of desk top procedures which optimise the use of all resources

· The post holder is required to attend work for 6 days during August in order to accept the delivery of both the A’ Level and GCSE results and to coordinate the collection of individual results by students. 

· To set a personal example that contributes to the positive ethos of the Academy

· To agree annual performance targets and maintain CPD

· To represent the Academy at relevant events

· To undertake any other duties that may be reasonably requested

This job specification indicates the main responsibilities of the post holder, it is not exhaustive and is liable to vary in consultation with the post holder to reflect or anticipate changes to the job.

Post holder’s name:


Manager’s name:

Signed:



Signed:


Date: 




Date:

Dover Christ Church Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.
PERSON SPECIFICATION

	E = Essential
	D = Desirable
	A = Application
	I = Interview
	T = Test


	Experience

	E
	Experience of running a busy office.
	A/I

	E
	Experience of supervising staff.
	A/I

	E
	Experience of forming and maintaining a network of relationships internal and external to an organisation.
	A/I

	D
	Experience of SIMS.net.
	A/I

	D
	Experience of an educational environment.
	A/I

	Qualifications & Knowledge

	E
	Relevant Level 3 qualification in ICT/business administration or demonstrating relevant level of experience.
	A

	D
	Knowledge of school timetabling.
	A/I

	D
	Knowledge of statutory data reporting requirements such as school census.
	A/I

	Skills & Abilities

	E
	High level of general IT skills.
	A/I/T

	E
	Excellent interpersonal and organisational skills when dealing with all levels of staff.
	A/I/T

	E
	Supervisory skills.
	A/I

	E
	Ability to take a proactive approach.
	

	E
	Excellent communication and negotiating skills.
	A/I

	E
	Ability to organise own workload whilst balancing changing and competing priorities.
	A/I

	Personality & Social Skills

	E
	Willingness to work flexibly and collaboratively as required to meet changing service needs
	A

	E
	To take responsibility for your own learning and development
	A/I

	E
	To set a professional example that contributes to the positive ethos of the Academy
	I


Dover Christ Church Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.
