Stone St. Mary’s Church of England Primary School
JOB DESCRIPTION 

Office Manager
“Treat others as you wish to be treated”
PURPOSE:   
To be responsible to the Headteacher for the management of the school office in order that it is an effective administration centre where staff and visitors are supported. 

MAIN RESPONSIBILITIES of the Office Manager or those within her line-management:
· To be responsible for the daily running of the school office.
· To show a creative flair in developing the administrative areas of the school in line with current KCC/DofE regulations.

· To act as administrator for KLZ and SIMs.

· To seek advice from the Headteacher or LEA on matters of doubt/difficulty.

· To develop computer aided administration, initiating new applications to support the school as a whole.

· To act as the focal point for communication both orally and in writing with teaching and support staff, pupils, parents and outside agencies while maintaining strict confidentiality.

· To conduct and filter telephone enquiries and to receive anyone visiting the school.
· To draft routine correspondence using appropriate software.

· To establish and maintain appropriate pupil and other records (e.g. the school admissions register, contact lists in the event of accidents to pupils or staff etc.), including assisting in or where appropriate undertaking, the preparation of statistics, reports on the work of the school and the completion of returns required by the DfES and/or LEA.

· To correctly administer admissions and support improving attendance through liaising with EWO and FLO.

· To ensure all Personnel data and contracts are correct and up to date (liaising with the Business Manager to ensure correct payment to staff)

· To deal with the administrative tasks relating to the transfer of children and the requirements of the School Health Service and other outside agencies.

· To prepare and submit time-sheets and deal initially with related queries.  To maintain sickness and holiday records and absence returns for teaching and non-teaching staff where appropriate.

· To promote the school’s Equal Opportunities policies in a manner compatible with the duties of the post.

· To have due regard to the provisions of the Health and Safety at Work legislation in discharging the duties of the post.

· To undertake general office duties, distributing and despatching post, photocopying, clerical work, and any other duties as required.

· To hold a recognised first aid certificate or be prepared to be trained to deal with children’s’ medical needs, as appropriate.

· To update the School Website.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

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.

All staff should use and promote Standard English at all times.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Headteacher…………………………………………….Date……………………..

Office Manager…………………………………………..Date…………………….

