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Office Manager
Job Description

	Title of post: Office Manager 

	Salary: Scale 6, SCP 18 - 22

	Contract Type: Permanent

	Contracted working weeks: Term time only + 4 Weeks

	Hours per week: 37

	Daily working hours: 8.00am – 4.00pm (Mon – Thurs), 8.00am – 3.30pm (Fri)

	Lunch Break Arrangements: 30 minutes (unpaid)



	Job Role

	
· Reporting to the Headteacher, the Office Manager supports in all business and operational activities across the school.
· The Office Manager promotes the highest standards of business ethos within the support function of the academy, providing professional leadership and management to relevant staff. 
· The Office Manager supports the Headteacher with Health and Safety Management, and is responsible for Policy oversight, GDPR, HR administration and all necessary general school administration under the guidance of the Headteacher/Learning Community Trust. Work closely with the LCT Estate Manager to ensure statutory compliance using compliance software tools.
· The Office Manager will be assisting and advising on all financial matters and will receive monthly accounts for investigating any variances and reporting back to the Head of Finance accordingly.  




	Leadership and Strategy

	
· Line Management of administration staff. Administrative and roles the site including the Day Care manager admin duties.
· Ensure staff are trained in the use of school software packages as appropriate. 
· Maintain and update School Website regularly.  
 

	Finance Management

	
· Support with the management of the school’s budget and ensure it is balanced, realistic, and represents an effective use of public funds.
· Monitor the budget all year round.
· Work with the Trust to comply with financial reporting requirements and submit statutory returns.
· Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money owed is collected, and clear records are kept.
· Develop and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan.
· Find and apply for grants.
· Support with procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money.
· Manage the school’s lettings offer.
· Ensure the effective and efficient operation of the finances.


	Human Resource

	
· Support the Headteacher/SLT in recruitment, grievance, disciplinary and redundancy policies and procedures where appropriate and ensure compliance with legal and regulatory requirements so that staff and governors have a clear understanding of the policies and the importance of putting them into practice.
· Safer recruitment trained.
· Ensure that HR processes are in place and working effectively including; staff induction, work place risk assessments, fixed term contracts and pre-employment checks.



	Policy Oversight

	
· Oversight of statutory policies ensuring that they are approved by the relevant body in line with the agreed schedule and current and future legal requirements including GDPR.
· Review and update relevant policies as and when required in line with the academy and Trust requirements.


	Health and Safety

	
· Ensure that the academy’s Health and Safety policy is clearly communicated and available in line with the Trust’s policy statement.
· Ensure that the Health and Safety Policy is implemented at all times and subject to regular review and assessment with changes implemented and communicated as necessary.
· Ensure systems are in place to enable the identification of hazards and risk assessments.
· Ensure systems are in place for effective monitoring, measuring and reporting of Health and Safety issues to the Trust’s Chief Operating Officer, The Senior Leadership Team, LGB, the Local Authority and the Health and Safety Executive where appropriate.
· Ensure the maximum level of security is consistent with the ethos of the academy and safeguarding requirements.
· With the LCT Estate Manager complete the annual Audit and act on any recommendations as required.
· Attend termly meetings with Head Teacher, LCT Estate Manager and Caretaker.
· Act as the relevant school H&S representative.
· Ensure the school has relevant COSHH information and that staff are COSHH trained if appropriate.  Ensure staff have received ladder and manual handling training if necessary. Keep and update training records for support staff under care.

	Other areas of responsibility

	
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· Contribute to the overall ethos/work/aims of the school. All adults should be modelling good manners, courtesy, communication between each other as well as with the children. 
· Appreciate and support the role of other professionals. Support all members of the team – all adults are there for the benefit of the children. Children pick up on the tensions and lack of communication between adults. 
· Attend and participate in relevant meetings as required. 
· Participate in training and other learning activities and performance development as required. 
· To promote the welfare of children and to support the school in safeguarding children though relevant policies and procedures. 
· To promote equality as an integral part of the role and to treat everyone with fairness and dignity. 
· To recognise health and safety is a responsibility of every employee, to take reasonable care of self and others and to comply with the Schools Health and Safety policy and any school specific procedures / rules that apply to this role. 




	This is illustrative of the general nature and responsibilities of the role.  It is not a comprehensive list of duties and other tasks may be directed by the Headteacher.  
An annual review of this job description takes place as part of our performance management. 
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