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JOB DESCRIPTION 
Job Title:

Office Manager
Grade:

Scale 6
Job Location:         Sunningdale School
Directorate:

Children’s Services

Responsible to:      Headteacher
Purpose of Job:

Your role will involve the effective management of the school office whilst actively contributing to whole school improvement through the management and co-ordination of the administrative, financial and resource provisions within school.  You will work in partnership with the Headteacher on the management of the school budget; financial and accounting procedures; banking and the development and maintenance of efficient administrative systems.  You will be responsible for the line management of office and site staff
Principal Responsibilities

· Working in partnership with the Headteacher and provide support in the management of the school budget; financial and accounting procedures.

· Line management of office and site staff
· Development and maintenance efficient administrative systems.
Main Duties 
1. Finance
· Maintain and monitor the school’s budget and provide financial information as directed by and in liaison with the HT
· Responsibility for the implementation and development of new and revised financial accounting systems. 
· Managing the ‘imprest’ petty cash account. 

· Prepare all school accounts for audit and liaise with auditors
· Analyse statements and authorise invoices for payment
· Be proficient in the use of SIMS and SAP financial accounting software
· Ensure the correct administration of all external funds by obtaining agreement of budgets and monitor them against accounts.
· Prepare all school accounts for audit and liaise with auditors.
· Act as a point of contact with central and other agencies with regard to grant applications, gifts and other donations.
2. General Management and Administration

· Develop and maintain efficient administrative systems.
· Responsibility for leading the provision of clerical support including typing/word processing, reprographics and filing. 
· Oversee the development and maintenance of efficient procedures for the ordering and maintenance of school basic stock, including that for use in offices and classrooms
· Oversee and maintain efficient pupil record keeping systems, including a detailed pupil database that includes the monitoring of pupil’s attendance.
· Responsibility for administering school admission procedures for all new pupils.
· Maintain the school and headteacher diaries and maintain and further develop effective internal communication systems
· Liaise with supply cover staff

· To carry out the administrative processes relating to recruitment and other staff changes including seeking references, medical clearance and CRB checks as required.

· To ensure that accurate personnel records, including sickness and other absences are maintained.
· Responsibility for ensuring the completion of staff returns.

· Management of the school ‘lettings’ procedures.
· Ensure that administrative support is available to service meetings as, when and where required
· Ensure the prompt return of any information requested by DfE, Children’s Services, the Local Authority or any other statutory body as requested
· To liaise with HT and Site Supervisor in the management of the school’s health and safety requirements.

· To monitor and report health and safety issues to the senior leaders, governors.

· To ensure effective arrangements are in place for work experience placements including the induction process.

· To create and maintain the single central register 
3. Property

To support the HT in:

· The safe maintenance and operation of all school premises.

· Monitoring and prioritising site development using the Asset Management Plan and undertake responsibility for sourcing ‘best value’ quotations for targeted refurbishment.

· Liaising with all on site contractors ensuring compliance with all correct  procedures

· The supervision of relevant planning and construction processes in line with contractual obligations

· Managing the letting of school premises to external organisations for the development of extended services and local community requirements.

4. Line Management
To support the HT in:

· The line management of the Site Supervisors, and Office Team.
· To oversee the development and maintenance of effective systems and procedures relating to the management of the school building.
· To identify appropriate staff training and ensure training requirements are addressed and are up to date
· To be responsible for the performance management review of the Site Supervisors and Office Team.
3. Other
· To undertake any other duties as may reasonably be regarded as within the nature of the duties and responsibilities of the post as defined.
· Understand the aims, policies and practices of the school
· Demonstrate full commitment to the school’s performance management process by exploiting all relevant training opportunities related to your own continuing professional development.
· Maintain a Continuing Professional Development (CPD) portfolio.
· Be fully committed to Sunningdale’s training programme.

· Contribute to the school’s e-learning agenda by maintaining and constantly seeking to improve ICT skills.

· Commit to supporting Sunningdale’s wider social and community activities

Professional Values and Practices

The post holder will: 

· Have high expectations of all pupils; respecting their social, cultural, linguistic, religious and ethnic backgrounds; and be committed to raising their educational achievement.

· Treat pupils consistently with respect and consideration, and be concerned with promoting their optimum development as learners.

· In line with the school's policy and procedures, use behaviour management strategies which contribute to a purposeful learning environment.

· Work collaboratively with colleagues as part of a professional team; and carry out roles effectively, knowing when to seek help and advice from colleagues.

· Reflect upon and seeking to improve personal practice.

· Work within schools policies and procedures and being aware of legislation relevant to personal role and responsibility in the school.

· Recognise equal opportunities issues as they arise in the schools and responding effectively, following schools policies and procedures.

· Build and maintaining positive relationships with pupils, parents/carers and staff.

· Have the skills to communicate with a wide range of audiences.

· Have the skills to use ICT including programming communication switches and aides, interactive white boards, digital cameras, video equipment etc. 

· Undertake any other duties commensurate with the post.

Specific Duties:

1.
2.

3.

The post holder must promote and safeguard the welfare of the children and young people that they are responsible for, or come into contact with.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the council.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information.

The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other Council Policies.

The postholder must comply with the Councils Health and safety rules and regulations and with Health and Safety legislation.
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