 St. Mary’s CE Primary School, Sale
JOB DESCRIPTION:    Office Manager
	School
	St. Mary’s CE Primary School, Sale

	Band
	6
36.25 hrs per week Term Time + 1 week

	Primary Purpose of the Job
	Under the guidance of senior staff: be responsible for undertaking administrative, financial, organisational processes within this school.

	Responsible to
	Headteacher

	Principal Responsibilities
	Provide focussed data management, financial, personnel processes, administrative and clerical, support to the school


MAIN DUTIES

Administration
1. Deal with enquiries from staff, pupils, parents etc

2. Manage electronic parental communication e.g. ParentPay

3. Act as receptionist / cover switchboard as required

4. Contribute to the planning, development and organisation of procedures/policies

5. Coordinate school and nursery admissions

6. Coordinate bookings for breakfast and after school club

7. Manage the booking of meeting rooms / diary
8. Carry out administrative processes relating to recruitment e.g. references, medical clearance and DBS checks
9. Manage the school’s administrative staff 

10. Manage staff absence internal reporting and process relevant insurance claims
11. Liaise with the payroll provider, issuing instructions regarding staff contracts and amendments.
12. Maintain the school’s Single Central Record (SCR)

13. Manage manual and computerised record/information systems e.g. SIMS

14. Analyse and evaluate data/information and produce reports/information/data as required

15. Provide administrative and organisational support to the Headteacher and Governing Body including clerking meetings

16. Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfE, Local Authority

17. Minute meetings as required

Financial
1. Ensure adherence to financial regulations and provide advice on these to other staff and senior staff

2. Undertake financial administration procedures
3. Assist with the planning, monitoring and evaluation of budget
4. Manage expenditure within an agreed budget as appropriate
5. Manage manual and computerised record/information system e.g. FMS
6. Analyse and evaluate data/information and produce reports/information/data as required.
7. Manage school income of public (School Budget) and non-public funds e.g. Breakfast and After School Clubs.
8. Investigate the availability of biddable funds and income generation and lead the completion and submission of bids 

9. Authorised signatory on school bank account.
Resources
1. Operate relevant equipment/computerised packages

2. Assist with procurement

3. Assist with marketing and promotion of the school
4. Oversee the school asset inventory
The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.
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