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St George’s Church of England Academy

Neasham Road

Middleton St George

Darlington

DL2 1LD
Telephone: 01325 332230

Head Teacher: Mrs J Gleeson

Office MANAGER

Salary: Band 7 (SCP 14-17) £20,715.11 to £21,981.54

Hours: Full Time, Term Time only (46.8wks) 

Required for September 2021

Due to the retirement of our highly valued SBM, we are looking to recruit an Office Manager with a passion for excellence in education to support the Head Teacher in the running of this outstanding primary school.
We are looking for individuals who will promote the highest standards of business ethos within the admin team and make effective use of resources in support of the school improvement plan. 
This role would be suitable for someone with previous experience of working in a busy school environment or someone looking to progress within their career, with strong administrative skills.
The post will be based in St George’s Church of England Academy; however, the Trust reserves the right to require you to work at such other schools in the Trust depending on the needs of the business.

We welcome calls to the school to discuss the role further and can offer socially distanced visits to the school by appointment only. Please contact Mr Peter Cooke, COO on 01325 332230.
Only shortlisted candidates will be contacted. The Trust is committed to safeguarding and promoting the welfare of children and young people. All successful applicants will be required to comply with all school/Trust policies. 
Application packs are available direct from Mr Cooke. Please do not include a CV. Please return all completed forms direct to the Mr Peter Cooke at admin@stjohnsceacademy.co.uk 
SaGe is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. The post is subject to a successful DBS clearance (certificate of disclosure from the Disclosure and Barring service) and pre-employment checks will be undertaken before an appointment is confirmed.
Closing date:  12noon, Friday 18th June 2021
Interviews: The week commencing 21st June 2021 
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JOB DESCRIPTION 

	POST TITLE:


	OFFICE MANAGER
  

	GRADE:


	BAND 7 (SCP 14-17)



	REPORTING RELATIONSHIP:


	To the Chief Operating Officer and Head Teacher  

	JOB PURPOSE:


	To provide effective administration and support services to school/Trust including the management of information systems.  
Contributing to the financial planning and development of school support services

  


MAIN DUTIES/RESPONSIBILITIES

Post holders working to this job description may undertake any of the following main duties and responsibilities.  

1. To actively contribute to the positive promotion of the School/Trust and take a leading role where necessary and appropriate.

2. To take a leading role in the design, management, co-ordination and reporting of appropriate administrative, Human Resources and safeguarding systems across the school as required.
3. To analyse and evaluate data / information on behalf of Senior Staff, i.e., pupil data.

4. To complete and submit information obtained from School Management information systems as required by Local Authority and DfES. 
5. To act as Data Protection Officer for SaGe Multi Academy Trust.
6. To assist Senior Staff to plan, develop and design administration monitoring systems, policies and procedures to ensure the efficiency and accuracy of school information and data.

7. To receive enquiries made to School and determine the appropriate priority of response including answering queries by telephone and face to face and ensure that they are dealt with effectively and efficiently. 

8. To prepare on behalf of Senior Staff original letters in response to queries and requests for information.

9. To undertake, with complete discretion and in confidence, tasks as directed which may be of a sensitive and confidential nature as required by Senior Staff.

10. In the absence of Head Teacher, liaise with appropriate senior staff with respect of urgent business.

11. To maintain an appropriate diary /electronic schedule for the Head Teacher / Senior Staff as required including arranging venues, meetings and cancelling appointments as required, to ensure time is effectively managed.

12. To provide administrative support duties to Senior Staff and Governing Body as required (including organising school visits and events).
13. To provide advice and guidance to the Governing Body and Senior Staff in relation to school and Authority policies and procedures.

14. To undertake research and obtain information on behalf of Senior Staff to assist with decision-making process.

15. To assist Senior Staff with the promotion of the school and take a leading role where necessary and appropriate.

16. To co-ordinate and administer the letting of school facilities. 

17. To co-ordinate the management of school licences and insurance as required.

18. To assist with the management of Service Contracts on behalf of Senior Staff.

19. To assist Senior Staff to manage, monitor and plan expenditure from agreed budgets.

20. To ensure that financial administration relating to purchase orders and invoices is carried out in line with audit requirements.

21. To supervise and manage other administration officers, lunchtime supervisory assistants, the catering team and the facilities team including the management of their training, development and performance in line with School’s Performance Development Review Procedures.

22. To take notes of meetings as required by Senior staff.

23. To sort all incoming and outgoing mail and distribute across the school as appropriate.

24. To assist with pupil first aid / welfare (where appropriate), including looking after unwell pupils and liaising with parents / staff etc.

25. To manage school “shops” and ensure that adequate levels of supplies and stocks are available and placing and receiving orders as required by Senior Staff i.e., for uniform, textbooks, snacks for snack shop.
26. Ensure that you work in line with all the school’s policies and procedures and ensure that you are aware of your obligations under these. 

27. Behave according to the Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.

28. Carry out your role in line with the Trust’s Equality agenda.

29. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.

30. Any other duties of a similar nature related to this post that may be required from time-to-time.

31. SaGe and schools within the Trust are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment

32. You are required to safeguard and promote the welfare of children for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.

33. This post has a high level of contact with children.

34. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.

35. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment, the employee will be subject to rechecking as required from time to time by the school/Trust.

Date: May 2021
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PERSON SPECIFICATION 

OFFICE MANAGER
	ESSENTIAL


	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria

No.
	ATTRIBUTE
	Stage Identified

	Qualifications& Education 
	E1
	NVQ level 3 / 4 in Administration, Business or equivalent 


	AF,C
	
	
	

	Experience &
	E2
	At least 3 years previous Administrative Experience


	AF,R,I
	D1
	Awareness of child protection issues 
	AF,R,I

	Knowledge
	E3
	Experience of establishing and maintaining a range of management information systems, including ensuring accuracy of complex databases and spreadsheets


	AF,R,I
	D2
	Knowledge and / or experience of First Aid
	AF,R,I

	
	E4
	Experience of giving advice and guidance on policies / procedures to Senior Officers


	AF,R,I
	D3
	Experience of School Management Information Systems 
	AF,R,I

	
	E5
	Experience of managing budgets, invoice and ordering procedures

	AF,R,I
	D4
	Previous supervisory experience
	

	
	E6
	Knowledge of GDPR/Data Protection requirements and understanding of confidentiality


	AF,R,I
	
	
	

	Skills


	E7
	Ability to relate well to children and adults


	AF,R,I
	
	
	

	
	E8
	Ability to be able to present information in a logical and systematic manner and to interpret figures with skill and understanding


	AF,R,I
	
	
	


	ESSENTIAL


	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria

No.
	ATTRIBUTE
	Stage Identified

	
	E9
	Ability to work successfully as part of a team and prioritise own work with minimum supervision


	AF,R,I
	
	
	

	
	E10
	Ability to communicate both orally and in writing to a wide range of audiences


	AF,R,I
	
	
	

	
	E11
	Ability to work under pressure to tight deadlines on a number of different projects


	AF,R,I
	
	
	

	
	E12
	ICT Literate, capable of using a variety of difference office packages


	AF,R,I
	
	
	

	
	E13
	Proven ability to undertake effective research 


	AF,R,I
	
	
	

	Personal 

Attributes
	E14
	Participate in development and training opportunities


	AF,R,I
	
	
	

	
	E15
	Ability to abide by School/Trust policies and procedures 


	I
	
	
	

	Special Requirements
	E16

E17


	Motivation to work with children

Ability to form and maintain appropriate relationships and personal boundaries with children

	I
D
	
	
	

	
	E18
E19
	Emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline
The ability to communicate at ease with customers and provide advice in accurate spoken English


	AF/I
I
	
	
	


	Key – Stage identified
	

	AF
	Application Form

	C
	Certificates

	P
	Presentation

	I
	Interview

	R
	References

	D
	DBS disclosure


Issues arising from references will be taken up at interview, all appointments are subject to satisfactory references
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