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JOB DESCRIPTION & PERSON SPECIFICATION
Office Manager
North Chadderton School
Grade 6 SCP  23 – 27 (Salary will be pro-rata)
36 hours 40 minutes per week
Option for Term Time only plus 10 days (£29,752 - £33,023) or Full Year (£34,434 - £38,220)
Purpose of Post
To lead and manage the administrative function of the school, ensuring efficient, effective and professional operational support systems and service delivery across the school.
The postholder will provide operational leadership for administration and reception teams, oversee key compliance and data management functions, and ensure high standards of safeguarding, communication, organisation and administrative practice are maintained.
The Office Manager will operate as a key operational support professional within the school, working collaboratively with leaders, staff, parents/carers and external agencies to ensure the smooth day-to-day running of the school and wider Trust operations.
Reporting to
Executive Director of Business
Responsible for
Administration and Reception Staff
Key Tasks & Duties
Leadership & Line Management 
· Provide day-to-day leadership and line management for administration and reception staff across the school office and reception functions. 
· Support the recruitment, induction, training and development of administrative and reception staff in line with Trust procedures. 
· Allocate and monitor workloads to ensure efficient and effective service delivery across the office and reception functions. 
· Undertake staff supervision, absence management, probationary reviews and performance management processes in accordance with Trust policies and procedures. 
· Promote a positive, professional and collaborative office environment that supports the values and ethos of the school and Trust. 
· Support the development of effective working practices, promoting continuous improvement and consistency across administrative operations. 
Administration & Operational Management
· Lead the planning, organisation and continuous improvement of school administrative systems, procedures and operational processes. 
· Support the coordination and administration of key academic year processes, including transition, new year setup and student enrolment activities.
· Ensure the smooth and efficient day-to-day running of the school office and reception areas, maintaining a calm, professional and welcoming environment. 
· Oversee reception and visitor procedures, ensuring safeguarding and site security processes are consistently followed, including visitor management and sign-in systems. 
· Coordinate incoming and outgoing correspondence, including management of shared email accounts, postal systems, parent communication platforms and school communications.
· Support the Senior Leadership Team with administrative and organisational requirements, including meetings, events, parents’ evenings, open events and other school functions. 
· Manage admissions and leavers’ administration processes, ensuring accurate records are maintained and statutory requirements are met. 
· Coordinate and maintain administrative quality assurance, document management and records retention processes to ensure systems remain effective, compliant and fit for purpose.
· Develop, maintain and review office systems and procedures to improve operational effectiveness and administrative efficiency. 
· Operate as a proactive problem-solver within the school, responding effectively to operational issues and liaising with Trust colleagues and external agencies where required. 
· Work collaboratively with colleagues across the Trust to share best practice and support service development. 
Data Management, Compliance & Information Systems
· Lead on the completion and submission of statutory returns, including the School Census and other Department for Education requirements. 
· Maintain the accuracy, integrity and security of student and school data systems, ensuring records, admissions data and student information are accurate, up to date and confidential.
· Produce reports, records and management information for school leaders, local governors, external agencies and Trust colleagues as required. 
· Lead and coordinate the school’s compliance with Data Protection legislation and GDPR requirements, including the management of Subject Access Requests (SARs), Freedom of Information (FOI) requests, records management and information security procedures. 
· Provide guidance and regular communication to staff on data protection responsibilities and support other schools across the Trust where required.
· Support the effective use, development and continuous improvement of school management information systems and administrative software packages to ensure efficient and effective operational processes.
· Support and contribute to operational audit, compliance and quality assurance activities across the school and Trust, ensuring accurate records are maintained and statutory and operational requirements are met.
· Support the maintenance and accuracy of safeguarding and compliance records, including the Single Central Record where required. 
Finance, Resources & Business Support
· Support the coordination of school-based operational services, ordering and receipting supplies and services in line with Trust financial procedures. 
· Monitor and manage office resources and stock levels to ensure the efficient running of the administrative function. 
· Support the monitoring of expenditure relating to office and administrative budgets where required. 
· Liaise with relevant School and Trust colleagues, external agencies and service providers regarding operational matters and administrative service provision, ensuring effective communication, coordination and resolution of issues where required.
· Support the administration associated with school meals, free school meal eligibility and related operational systems where required. 
Welfare, Safeguarding, Health & Safety
· Act as the school’s Lead First Aider, providing first aid support to pupils, staff and visitors in accordance with school procedures and health and safety guidance. 
· Coordinate first aid provision across the school, including maintaining first aid supplies, overseeing first aid records and monitoring staff training and certification requirements. 
· Coordinate procedures relating to supporting pupils with medical conditions, including maintaining healthcare plans and liaising with parents/carers and healthcare professionals where appropriate. 
· Oversee the safe storage, recording and administration arrangements for medicines in accordance with school policy and statutory guidance. 
· Support the implementation and monitoring of health and safety procedures within the administrative function, including risk assessments and mitigation of potential hazards. 
· Support safeguarding procedures across reception and administration functions, ensuring visitor processes and safeguarding practices are consistently followed. 
Standard Duties
· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.
· To uphold and promote the values and the ethos of the school.
· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.
· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.
· To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.
· To attend and participate in relevant meetings as appropriate.
· To undertake any other additional duties commensurate with the grade of the post.
Culture
· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.
· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 
The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.
This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.
The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).
The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.
Office Manager Person Specification
	
	Essential or Desirable
	Application/Interview/Test

	Qualifications

	Level 4 qualification or equivalent experience in Business Administration, Management or a related field
	E
	A, I

	Current First Aid qualification or willingness to undertake training
	E
	A, I

	School Business Management qualification
	D
	A, I

	Knowledge 

	Understanding of safeguarding responsibilities within a school environment
	E
	A, I

	Knowledge of GDPR, confidentiality and data protection requirements
	E
	A, I

	Understanding of health and safety responsibilities in the workplace
	E
	A, I

	Understanding of equality, diversity and inclusion
	E
	     A, I

	Knowledge of education legislation and guidance
	D
	A, I

	Knowledge of school MIS systems and operational processes
	D
	A, I

	Knowledge of school admissions processes
	D
	A, I

	Knowledge of information governance and records management processes
	D
	A, I

	Experience

	Experience of managing an office or administrative function
	E
	A, I

	Experience of leading and managing staff, including performance management and staff development
	E
	A, I

	Experience of developing and improving administrative systems and procedures
	E
	A, I

	Experience of handling sensitive and confidential information appropriately
	E
	A, I

	Experience of producing reports and analysing data
	E
	A, I

	Experience of working under pressure and managing competing priorities
	E
	A, I

	Experience within a school or Multi-Academy Trust environment
	D
	A, I

	Experience supporting operational compliance
	D
	A, I

	Experience of admissions administration
	D
	A, I

	Experience maintaining safeguarding or compliance records
	D
	A, I

	Experience completing School Census and statutory returns
	D
	A, I

	Experience using school management information systems and administrative software packages
	D
	A, I

	Skills and Abilities

	Excellent written and verbal communication skills
	E
	A, I

	Strong organisational and time management skills
	E
	A, I

	Ability to prioritise workloads and meet competing deadlines
	E
	A, I

	Ability to lead, motivate and support a team effectively
	E
	A, I

	Strong ICT skills, including Microsoft Office applications and administrative systems
	E
	A, I

	Ability to use initiative, problem solve and make sound decisions independently
	E
	A, I

	Ability to build and maintain positive working relationships with staff, pupils, parents/carers and external agencies
	E
	A, I

	Personal

	Professional, approachable and resilient
	E
	A, I

	Commitment to high standards of administrative practice and service delivery
	E
	A, I

	Ability to maintain confidentiality, discretion and professionalism
	E
	A, I

	Flexible, proactive and solution-focused approach to work
	E
	A, I

	Work Circumstances

	To work occasionally out of hours, work to support school functions
	E
	I


E = Essential    D = Desirable    A = Application    I = Interview    T = Test
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview

