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	School:
	Springwood Primary School


This school is committed to safeguarding and promoting the welfare of children and young 

  People and expects all staff and volunteers to share this commitment.
	Job details
	

	Job title:
	Office Manager / PA to Deputy Headteacher

	Grade:
	3A

	Location of work:
	Springwood Primary School

	Directly responsible to:
	The Deputy Headteacher, School Business Manager

	Directly responsible for:
	Responsible for the Welfare Assistants and Site Manager.   PA to the Deputy Headteacher. Coordinate all EHCP Meetings for Craig Hall including submission to LA. Health and Safety at Craig Hall in cojunction with SBM. 

	Hours of duty:
	36 hours per week - TTO 

	Primary purpose of the job:
	To manage the day to day operations of Craig Hall including overseeing Health and Safety, supervision of staff and PA to the DHT.To work paralell to the Swinton Office Manager and to ensure that all administrative systems are replicated across both school sites.

Responsible for the organisation of the administrative team.  Liaison for Governors.

	Main duties and responsibilities/accountabilities

	Staff Supervision

· Line manager to the Craig Hall Administration Team, Welfare Assistants and Site Manager

· Conduct appraisal for admin staff Welfare Assistants and Site Manager as per school policy

· Liaise with the contracted cleaning and catering company to oversee the management of their staff.
Office Management

· Responsible for the smooth running of the administration of the school office.
· Assist with developing and implementing admin systems.
· Manage cover for staff absences i.e. liaise with supply agencies, book supply staff, liaise with SLT and compile cover sheet.  If staff have not informed school of their return by 3pm ring to check if they are returning to school.
· To oversee the admission process for children starting at Springwood Craig Hall. 

· To support the Swinton Office Manager on the completion of PLASC, school census and LA returns.
· Ensure that the Single Central Record is maintained and updated regularly.
· To ensure staff at Craig Hall have updated DBS clearance.
· Maintain schools database of CPD.
· Ensure that all evaluations are completed and forms are returned to lead for CPD.
· Maintain database of all school policies, electronically and hard copy.  Alert staff to review dates, ensure that new policies are in place and supersede the old copies, ensure all necessary policies are on the website and the website remains regulatory compliant.
· Contact and co-ordinate press/media when school has any events or celebrations.
· Ensure minutes of all staff meetings are electronically filed. 
· Ensure the Asset Register remains up to date.
· To plan, prepare and disseminate all paperwork in relation to Craig Hall children’s EHCPs. 

· To report all staff absences/ sickness to the Local Authority and ensure that the Administrative Specialist responsible for staffing is kept up to date. Ensure all necessary paperwork is complete.

· To follow the school’s financial procedures and be responsible for ensuring accurate financial records are maintained in relation to petty cash and income received at the school.
· To be a site key holder for Craig Hall. 
· In liaison with the contracted ICT company to support staff in the use of all ICT.
PA to Deputy Headteacher 
· Provide clerical assistance to the Deputy Headteacher. This includes acting on their behalf in communicating with a range of individuals, agencies and organisations.
· Good written and spoken communication skills into order to reply to correspondence and telephone communications on behalf of the Head teacher.
· Develop effective working relationships with the SLT team to ensure objectives are met

· Planning and scheduling meetings and appointments.
· Produce accurate typing of documents and letters, word processing and other IT tasks e.g. excel, databases, spreadsheets and use of internet.
· Screening calls and correspondence, prioritising, handling and directing information to relevant people, as required and coordinate SLT diaries.
Welfare Assistants

· Provide guidance and support to the Welfare Assistants to ensure they are able to fulfill their duties.
· To meet with the Welfare Assistants on a termly basis to ensure they are supported and that they are up to date in all working aspects.
· To support the lunch time arrangements by ensuring that the catering company is up to date with the necessary details of pupil requirements. 

Site Manager

· Provide guidance and support to the Site Manager to ensure they are able to fulfill their duties.
· To ensure that all Health and safety regulations are fulfilled at the site including fire, legionella, asbestos and maintenance regimes. 
· To coordinate with all on site contractors.
General

· Following school emergency plan to ring emergency services when required.
· Take part in relevant professional development.
· To carry out any other duties associated with the work of the school as directed by the Head Teacher, Deputy Head Teacher and Business Manager commensurate with grade of the post.

· To be responsible for the school inventory.
· In conjunction with the Office Manager at Swinton compile and distribute the year planner with guidance from SLT, including termly updates and dates for parents and put dates in the diary.
· General office duties, filing and typing, excellent computer and administration skills.
· To update the school website and parents app when required.
· To be a named officer within the School’s Critical Incident Plan and assist with the distribution of the Plan.
· Support the work of the Friends of Springwood providing administrative support where appropriate.
· Ensuring that a good impression is presented that represents the schools values and ethos. 

· Input and report accident/incident to the local authority under RIDDOR.
· Maintain a professional and confidential manner.
· To coordinate and provide hospitality when required to all visitors.
To support the Office Manager at Swinton site to effectively lead the administration team. To be prepared to work across both sites if required. 
Governors (in the absence of the Swinton Office Manager)
· Take minutes at Governors Committee meetings as per the LA protocol and procedures.  Ensure all minutes and other documents are distributed to Governors in a timely manner.
· Filing of all Governor documents ensuring confidentiality.
· Assist the Governors and Governors service liaison officer ensuring the governors names and address are updated regularly.  Ensure that governors minutes (Part 1 only) are displayed in the staff room.
· Act as a link between school and Governors to ensure attendance to meetings, relevant information e.g. agenda and appropriate documents are ready in advance and distributed for committee meetings.
· Ensure confidentiality and professionalism at all times.
· Ensure Governor Section of the website is Ofsted compliant and up to date.
· Work alongside the head teacher to co-ordinate the Governors meetings including requesting and collecting of documentation.
· Where appropriate action necessary points raised at Governors meetings.
· Communicate the work of the school to Governors to ensure they are invited to all events.
· Diarise meetings with link Governors.
· Plan policy updates in accordance with the necessary ratification at Governors meetings.
Safeguarding 

The post holder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children.  

The post holder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.

To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.

To undertake any other such duties that are reasonably commensurate with the level of this post.

	Review arrangements

	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the school will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.


Date job description prepared/revised:   June 2020
Prepared/revised by:
V Williams/ J Wennington
Agreed job description signed by holder:
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