Benchmarked Jobs for Schools

Clerical/Administrative/Secretarial
Office Manager

JD007 April 2003

Job Description

Job title: Office Manager 

Reports to: Headteacher 

Job holders name: 

Location:

Grade: KS6

1. Purpose of job

Purpose of Job:

Support the Head Teacher, Governing Body, staff and pupils in the organisation of the running of the school both from a financial and an administrative viewpoint. Promote the school in a positive manner at all times to staff, pupils and visitors.

2. Dimensions

Dimensions:

Postholder has indirect impact on the school budget (£424,000), the Standards Fund budget (£21,000) and the school Voluntary Fund (£7,000), in an advisory capacity as well as producing reports to the Head and the Governing Body.

Numbers of Subordinate Staff:

1 Administrative Assistant grade A

226 pupils on school roll, 8 teachers, 8 TAs

Principal Accountabilities:

a) Maintain accurate budget records to ensure the balancing of the school’s finances as well as the provision of precise information to teachers, Head and Governing Body.

b) Produce regular reports, with regard to finance, to the Area Office and the Governing Body. This involves computer generated and manual information such as time sheets and expenses claims, therefore guaranteeing prompt and accurate payments are made. 

c) Balance the school accounts on a monthly and annual basis, advising the Head and Governing Body of any over-spends or under-spends to maximise the efficient use of financial resources.

d) Manage all queries from various sources, in person, in writing or by telephone to ensure that problems can be solved and that precise information is given.

e) Organise the administrative division within the school involving typing, diary management and filing, dealing with telephone calls to guarantee and efficient and well-structured office system.

f) Maintain pupil records manually and on computer to ensure up to date information is being held by the school and that sensitive information is secure and confidential. This also aids the postholder in the task of monitoring absenteeism in the school.

g) Monitor and maintain office equipment levels and verify invoices for deliveries to ensure that finances balance and are accurate. Process orders for cleaning, first aid supplies and school equipment to maintain stock levels.

h) Liaise with external agencies with regard to smooth running of the school to ensure best value is achieved and that the needs of the school are met.

i) Induct and train new administrative staff in addition to welcoming new staff from all areas to ensure that they are well informed.

4. Necessary experience

Necessary Experience:

· Educated to ‚A level standard

· GCSE Maths & English (or equivalent) Grade C or above

· Min 3 years experience in a school office

· Knowledge of FMS6 (the school’s financial package), Excel and Word

· Must have experience of monitoring budgets and producing high quality financial reports

· Very high standards of organisation, telephone, written, typing and, in particular, interpersonal skills

· The ability to handle potentially difficult situations is essential as is flexibility, confidentiality and ability to cope under pressure in order to meet deadlines.

Scope of Impact:

 a) The postholder is instrumental in the organisation of school trips and major school events. This encompasses the preparation, from organising transport to handling the cash (where necessary) that is generated and ensuring that all monies are banked correctly.

b) The postholder has recently led a meeting of the Dover Consortium where information was passed regarding closing school contracts. The postholder is now preparing to address students at South Kent College about what the job involves and how it has changed in recent times.

6. Job context

Job Contect:

The school is based in a challenging area, which has many social problems and is considered to be rather deprived.

The postholder has regular contact with staff, pupils and parents and is the first point of contact for queries and complaints.

The postholder meets with the Head once, maybe twice, a week to feedback on certain issues but sets own agenda and daily tasks.

The postholder has regular contact with external agencies

Organisation:
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