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JOB DESCRIPTION
School Office ManagerBarkisland School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



Post Holder:	

Post:		School Office Manager 
 
Pay Scale:  		Scale 6

Prime Objectives of the Post:	To manage and work as part of an efficient and effective school office team.  To support the administrative, financial, and organisational processes within the school. They will also act as the initial point of contact for families, visitors and other stakeholders so will be an ambassador for the school and embody the values, vision, and ethos of the school in all interactions.

Responsible To:		Headteacher/Governing Body

 Main Duties and Responsibilities: 

General Administration 

· To ensure systems are in place to meet the requirements for pupil records, statutory data collection and statistical returns. 
· To manage the school’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary. 
· To keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security, and confidentiality at all times. 
· To use and update SIMS systems relating to staff and pupils on a regular basis, transferring this information electronically to the Local Authority and other stake holders as and when required.
· To be responsible for the co-ordination of information relating to staff and pupils for the completion of the CENSUS return. 
· To be aware of the needs of the school and to aid the headteacher in the smooth running of the school.
· Telephone duties: dealing with enquires, taking messages and transferring calls.
· Reception duties: welcoming and attending to visitors and ensuring safeguarding policies are adhered to.
· To participate in training when required, compliance with all school policies, safeguarding procedures, health & safety, confidentiality, and data protection requirements. 
· Manage monitoring of pupil daily attendance, absenteeism, lateness and production of reports for tracking individual pupil attendance.
· Manage and monitor pupil leave of absence, medical appointments and ensure records are up to date.
· Managing of school lunches overseeing online registers, production of reports for kitchen, fortnightly menus and monitor costs of school meals and liaising with school catering team.
· Managing and monitoring the use of online platforms e.g parent communication, payment system, parents evening booking and events.
· Managing and liaising with teachers in the organisation of school trips (including residentials); ensuring costs are kept manageable for parents via tendering of transport arrangements, and venue costs.
· Managing and liaising with staff (externally and internally) in organisation and administration of extra-curricular school clubs.
· Managing school milk and school fruit – ensuring the maintenance of online records and registers for pupils having school milk and fruit.
· Updating SIMS pupil data; change of address, telephone numbers, Parent data, Pupil Premium eligibility and SEND records
· Managing the administration of the relevant procedures, tasks and information collection for new starters to the school (staff, Governors and pupils). 
· Liaise with local authority regarding up-to-date admission data and waiting lists
· Managing bookings and payments for Barkisland Kids and Holiday Club and liaising with Kids Club team


Finance 
· To process orders and invoices and monitor school-based expenditure and income against the approved budget using the SIMS FMS financial package. 
· To manage collection of all school finances including balancing, banking and reconciliation
· To manage all annual Service Level Agreements entered into by the school, evaluating each year to ensure they are value for money and suitable for the needs of the school.
· To ensure the efficient running of the school bank accounts to comply with standards, completing all the required bi-monthly and annual returns bank returns, as required by the Local Authority. 
· To organise and be responsible for the financial requirements for school fund-raising activities. 
· To ensure that all school expenditure is closely monitored and checked are correct, and if not, take appropriate action. 
· To manage and undertake regular tendering exercises to ensure school ensures best value for money.
· To manage and reconcile the school Visa card.
· To be responsible for the control and be the holder of the school’s Petty Cash. 
· To be responsible for managing an up-to-date staff list of pecuniary interests. 
· To manage all administrative areas of before and after school club finances including childcare vouchers, late payments and debt management. 
· To manage all Nursery finances; both government and none funded sessions.
· To liaise with satellite Bursar regarding financial matters.


Human Resources 
· To check, process and manage DBS applications for all staff, governors and volunteers and maintain an accurate and up-to-date Single Central Register. 
· To support the Headteacher with safer recruitment practices. 
· To be responsible for the administration relating to staff contracts. 
· To ensure regular transfer of personnel information to the Local Authority and DFE
· To document staff absence and prepare and monitor all insurance claims, reimbursements for sickness, maternity etc. 
· To prepare and monitor all Supply Teachers claims and Support Staff overtime claims
· To be responsible for the administration of the recruitment of staff. 
· To manage the iTrent HR system. 
· To manage the office team daily to ensure effectiveness.
· To conduct the appraisal processes of the office team.

Health and Safety and Premises 
· To assist the Headteacher, in ensuring all the requirements of Health and Safety are met including documentation, security, risk assessments, Safeguarding and visitors. 
· To oversee on-site activity including development and maintenance work. 
· To manage all Lettings of school premises (finance, planning and administration)
· To monitor all necessary SLA/Contracts and manage all statutory requirements. 
· Maintain compliance logs, monitor, and manage all site activity including Legionella Control and Fire Safety.
· To ensure the school is compliant with Health and Safety and Risk Assessment requirements. 








Nursery  (Little Lambs) 
· To update policies and procedures.
· To manage Nursery admission and application process adhering to Admission policy.
· To manage income and expenditure of Early Years finances (income and expenditure) including administration of invoices and government funding.
· To liaise with Early Years Manager and team regarding all aspects of Nursery children attendance.
· To ensure relevant paperwork/Early Years portal and census is completed and sent to local authority.
· To proactively seek ways in which to promote and market Nursery in order to fill Nursery places.

Marketing and Development 
· Manage and liaise with website/social media co-ordinator ensuring high level of school marketing is planned and maintained.
· To investigate new and innovative methods and approaches to working to increase efficiencies, productivity or value for money. 

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks. The postholder may be required to do other duties appropriate to the level of the role as directed by the Headteacher.

Signed:........................................…….   (Post holder)                  Date: ……………….


Signed: ………………………………… (Headteacher)                     Date: ………………….
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