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Office Manager Job Description

Salary grade: Scale 6
Hours: 35 hours per week term time + 2 weeks
Contract type: permanent
Responsible to: Headteacher
Responsible for: Admin Assistant and if required an Apprentice Admin Assistant 

Main purpose:
· To provide high quality administrative support to the school so that the Headteacher and teaching staff can focus on teaching, learning and pupil progress
· To lead and develop other members of the office team so that they provide an efficient, professional administrative service and represent the school at all times with warmth, good humour and a smile

Duties and responsibilities
Administration:
· To be responsible for running a professional school office ensuring that procedures outlined in the Office Manual and Financial Code of Practice are employed by all staff
· To ensure the school has the necessary licences needed
· To support the Headteacher and Trust HR Manager with HR processes e.g. employment checks including DBS, processing leavers, payroll claims/queries, logging staff absence
· To support the Headteacher and Senior Premises Manager by liaising with the Premises Team on site
· To line-manage and oversee the work of the Administrative Assistant, ensuring that they carry out their responsibilities effectively and taking action if this is not the case
· To organise applications for school places, waiting lists of pupils and new admissions including nursery and reception admissions and secondary transfer
Finance:
· To oversee the school budget share; providing monitoring reports to the headteacher and budget holders as required
· To oversee the ordering of school-specific purchases of stock and services following procedures in the Financial Code of Practice
· To initiate payment for school-specific goods and services To raise invoices as required
· To coordinate petty cash payments
· To be responsible for the security of all monies in school, for accurate record keeping and for the regular banking of monies within the Financial Code of Practice
· To oversee the administration of school meals
· To be responsible for implementing the school’s procedures for the non-payment of debt

Data:
1. To provide collated information from school databases as required and be responsible for data returns required by LBTH, the DFE and other external agencies
2. To supervise the safe storage of staff and pupil records in compliance GDPR and transfer pupil records between schools including secondary transfer
3. To be responsible for maintaining pupil and staff databases including medical registers and the pupil data tracker
4. To regularly update Free School Meals (Pupil Premium) records
5. To transfer data from the attendance registers onto the data tracker

Managing own performance and development:
· Participate fully in the school’s performance management cycle
· Attend relevant training, sharing the knowledge and ideas gained with colleagues
· Demonstrate resilience and resourcefulness, anticipating and solving problems and identifying opportunities

General requirements:
· Work closely with the Headteacher and The LETTA Trust’s Central Operations Team 
· Show commitment to the Trust, its inclusive ethos and equal opportunities for all in the school community, opposing strongly any form of discrimination
· Support the Trust’s statutory policies, e.g. health and safety, disability discrimination act, equal opportunities
· To safeguard and promote the welfare of pupils and follow the child protection procedures adopted by the school. This may include supervising pupils who are unwell or providing basic first aid
· Undertake any professional duties commensurate with the grade of the post
· Maintain awareness of and comply with all relevant school policies –particularly any matters relating to Confidentiality, Safeguarding, Health & Safety or Equal Opportunities.

Notes:
· This job description is illustrative of the general nature and level of responsibility of the work. It is not a comprehensive list of all tasks that the post holder will carry out
· The job description may be amended at any time in consultation with the post holder

Headteacher or line manager’s signature:					Date: 	
Post holder’s signature:							Date: 
The LETTA Trust
Office Manager ~ Person Specification

Candidates are strongly advised to address all of the following points on their application form.  These criteria will be used for shortlisting purposes & candidates will be selected entirely on the extent to which they meet the criteria.

Experience:
· [bookmark: _GoBack]Experience of working in an office environment at a similar level or experience in relevant discipline

Qualifications and training:
· A-C pass grade in GCSE English and Maths 
· NVQ 3 Business and Administration or equivalent qualification 

Knowledge and skills:
· Effective use of ICT in particular Excel spreadsheets
· Full working knowledge of relevant policies and codes of practice and awareness of relevant legislation
· Ability to work constructively as part of a team, understanding roles and responsibilities 
· Ability to organise, lead and motivate other staff
· Ability to plan and develop systems
· Methodical with good attention to detail
· Excellent communication skills
· Good organisation skills and the ability to prioritise effectively
· Good presentational skills

Behavioural attributes:
· Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect
· Open, honest and an active listener
· Takes responsibility and accountability
· Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations 
· Is committed to the provision and improvement of quality service provision
· Is adaptable to and welcomes change
· Acts with pace and urgency being energetic, enthusiastic and decisive
· Communicates effectively
· Has the ability to learn from experiences and challenges
· Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas and seeking new opportunities 
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