JOB DESCRIPTION
TITLE:


Office Manager
SCHOOL:

Samuel Laycock School
RESPONSIBLE TO:
Headteacher

GRADE:

G
PURPOSE OF POST:

To lead, manage and provide direction to the school’s support services through the effective creation and maintenance of administration, financial and facilities systems and processes to maximise the school’s educational success.


PRINCIPAL RESPONSIBILITIES:

	1.
	Contribute to the development of the school’s financial planning and the setting, management and monitoring of the school budget.



	2.
	Design and implement appropriate systems for monitoring income, expenditure, cash flows and deposits, in accordance with the school’s financial procedures.



	3.
	To ensure that all financial procedures are operated in accordance with the terms and conditions approved by the Governing Body in line with the financial management standards in schools. Produce and present reports for the Headteacher and Governors, interpreting information for non-specialists.



	4.
	To contribute to the management of external funding and to produce financial reports to the Headteacher and Governors.



	5.
	To take a lead role in the management of financial administration procedures.



	6.
	Lead and manage support staff within the school, including performance management, motivation and development to ensure the efficient delivery of support services.


	7.
	To assist the Headteacher and Governors in recruitment and selection procedures for identified support staff.


	8.
	To manage the appropriate arrangements for covering of staff absences.



	9.
	To manage facilities including premises, lettings and associated income, buildings and projects whilst ensuring health and safety regulations are observed.



	10.
	To manage the procurement process of school supplies, resources and services and ensure established contracts are monitored and adhered to.



	11.
	To assist in the development and maintenance of good communications within the school between governors, teachers, support staff, pupils and parents and outside the school with other educational establishments.
12. To act as the schools Educational Visits Co-ordinator (EVC)



	13.
	To complete annual / periodic returns as required.


	14.
	To ensure clerical and administration processes are developed and maintained in order to provide accurate reporting information. 


	15.
	To contribute to the development and production of the school’s prospectus and other marketing material to promote the school.


	16.
	Manage, monitor and review consistent data and benchmarks to ensure school          performance targets are maintained, eg, iTRACK info, staff absence data,         financial benchmarking etc



	17.
	Contribute to the formulation of the School Improvement Plan so that the Governing Body, staff and pupils are assured of sustained growth and commitment to the aims of the school.



	18.
	Undertake research to contribute to the development of school policies, procedures and working practices. Implement and review relevant school policies.
19. To be a part of the school’s Fire Warden Team.


	20.
	To carry out such duties which reasonably correspond with the general character of the post and are commensurate with its level of responsibility.


Office Manager
Person specification

EDUCATION, TRAINING AND QUALIFICATIONS

	
	Essential
	Desirable
	Source

	Good standard of education 


	*
	
	A

	NVLQ4/DSBM or equivalent/4 year’s relevant experience

	
	*
	A

	Relevant recent professional development, for example safeguarding training / health and safety training 
	
	*
	A, I, R


EXPERIENCE, SKILLS AND KNOWLEDGE
	
	Essential
	Desirable
	Source

	Working in a school or business environment

	*
	
	A, I, R 

	School processes and procedures

	
	*
	A, I

	Managing staff effectively, including performance management, professional development and delegating responsibilities, in line management capacity
	*
	
	A, I

	Managing budgets and maintaining accurate financial information to assist monitoring and to ensure effective use of school resources

	
	*
	A,I ,R

	Health and Safety (including risk assessments and use of Evolve)


	*
	
	A,I, R

	Excellent interpersonal and communication skills

	*
	
	A, I, R

	Ability to present information in a logical, clear and concise format and to communicate this effectively to colleagues, both verbally and in writing
	
	*
	A, I

	Experience of working in a team environment
	*
	
	A, I, R

	Ability to work to deadlines
	*
	
	A, R

	Ability to work on own initiative
	*
	
	A, I, R

	Experience of GDPR
	
	*
	A, I

	Experience of taking minutes for meetings
	
	*
	

	High levels of ICT skills with experience of MS Office and financial management
	*
	
	A, I

	Ability to work collaboratively with a range of colleagues
	*
	
	        A, I


PERSONAL ATTRIBUTES AND ATTITUDE

	
	Essential
	Desirable
	Source

	Act with integrity, honesty, loyalty and fairness, always within the limits of professional competence
	*
	
	A, I, R

	Demonstrate highly efficient working practices in executing school budget procedures, safeguarding assets and acting with financial probity
	*
	
	I, R

	Act with professional confidentiality
	*
	
	A, I, R

	Actively support and promote the good reputation of the school
	*
	
	A, I, R

	Commitment to quality service delivery of the admin and premises teams
	*
	
	A, I, R

	Take responsibility for own professional development

	*
	
	A, I

	Adaptable to change and open to innovation

	*
	
	A, I, R

	Demonstrate high level of commitment, enthusiasm and motivation to efficient management practices
	*
	
	A, I, R

	Manage and develop effective relationships and partnerships with all school community service users
	*
	
	A, R


A = Application Form       I = Interview        R = References
