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St Andrew’s C.E. Primary School

Job Description for the position of: Office Manager
The Office Manager will be involved in the following activities under the supervision and direction o the Headteacher.

General

The Office Manager is often the first point of contact for people visiting or telephoning the school. As such the post requires that the manager:

· Maintains an appropriate standard of dress

· Ensure that the office and the entrance area is tidy

· Shows a commitment to client welfare

While employed the Office Manager will sometimes have access to information concerning pupils and the daily running of the school, which is of a sensitive and confidential nature. This being the case it is essential that the post holder is trustworthy and discreet.

The post holder is a role model for pupils. As such, the Office Manager is required to:

· Treat pupils with courtesy

· Interact with adults in an appropriate and respectful manner

· Display a general tone of care for pupil welfare 

Communication 

The Office Manager will:

· Receive visitors

· Receive and transmit messages to appropriate contacts

· Handle enquiries

· Contact external agencies to obtain a variety of information

· Purchase postage stamps and dispatch school mail

Pupil Care

The Office Manager will:

· Assist in an emergency

· Inform parents or emergency contacts of sick or injured pupils

· Assist with medical inspections by completing the necessary clerical duties

Teacher Support 

The Office Manager will:

· Order equipment, stationery etc

· Arrange for servicing and repair of equipment

· Arrange for transport and other logistical arrangements

· Assist with photocopying, book binding etc 

School Meals

The Office Manager will:

· Collect, account and bank cash

· Maintain class registers using Attendance 
· Complete required statistical summaries and returns

· Notify the Headteacher of substantial arrears

· Compile daily totals of meals ordered

· Maintain an up to date list of free meals

· Requisition related stationery items

Milk

The Officer Managerwill:

· Record and bank milk money that has been collected

· Order appropriate amounts of milk

· Contact suppliers regarding discrepancies
· Requisition appropriate stationery
Pupil Organisation

The Office Manager will:

· Issue admission forms and related to intake documentation

· Devise and implement marketing strategies

· Maintain an up to date list of applications for admission

· Record admission details of new intake children

· Liaise with the LEA Admissions Office and other schools concerning admission numbers

· Distribute admissions correspondence to new parents

· Write up admission registers

· Maintain the SIMS.net database from completed pupil information sheets

· Initiate LEA primary record cards for each new entrants

· Complete roll / absence returns

· Enter assessment data

· Oversee and input class registers onto the system

· Provide monthly attendance reports

· Complete transferring information at secondary transfer

Staff

The Office Manager will:

· Maintain records of staff absence, supply teachers and other relief staff, and complete related returns

· Maintain records of recruitment and resignations, and complete all relevant documentation

· Complete and submit wage/salary c1aims

· Contact Treasurer's Department regarding pay queries

· Check print-outs from the County Treasurer's Department against absence/ supply records and report discrepancies to the Headteacher

· Distribute and collate a variety of material in relation to staff appointments

· Inform the Area Education Offices of details or short listed arid successful candidates

Typing / Word Processing
The Office Manager will:

· Format and type a wide variety of documentation in relation to school organization and governors' activities

· Produce posters, tickets etc for a variety of school purposes

Reprographics

The Office Manager will:
· Use the photocopier to duplicate and distribute to staff parents, children, governors and other associated agencies a variety of material in relation to school and governor activities.

· Order supplies and arrange for servicing of office machines

· Handle rental and/or copy payments for photocopier

Computer

The Office Manager will:
· Make a commitment to upgrade and learning new skills in relation to the efficient use of office computer programs
· Order office computer supplies

· Raise orders using SIMS.net software

· Use Attendance and Assessment Manager

· To create posters and programmes for events as required

· Enter and collate pupil data  

School Budget

The Office Manager will:
· Stock take and record deliveries

· Receive goods and check against delivery notes and copy orders

· Contact suppliers regarding damage, deficiencies and discrepancies

· Distribute goods to various classrooms and stockrooms checking invoices

· Forward the relevant documentation to the County Treasurer in order for payment to be made for goods/services received

· Sit in on the budget planning meetings and observe the allocation of cost centres

Financial Duties

The Office Manager will:
· Record petty cash purchases and postage and submit periodic claims to the Area Office

· Complete travel expense forms and submit them to the County Treasurer for payment online
· Record cash collections for a variety of school activities, including Breakfast Club, After School Club, Pre School and Tuck Shop

· Collect record and bank cash for private telephone calls and private use of photocopier etc. 

· Maintain non-public funds using Private Fund Manager and prepare balance sheets for presentation at Finance meetings and annual balance sheets for County Hall
Filing

The Office Manager will:
· Maintain a filing system in such a manner that information can be speedily retrieved

· Maintain files for educational suppliers and publishers’ catalogues

Maintenance

The Office Manager will:
· Contact Property Services Department regarding building and grounds maintenance and repairs

I confirm that I will work to this job description. I have no convictions, cautions, court orders, reprimands or warnings that affect my suitability to work with children and neither does anyone else in my household.  If my mobile phone is used to take photos for the setting, I will delete photos of the children as soon as they are loaded onto a computer.    

