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MAIN DUTIES AND RESPONSIBILITIES: 		SCHOOL OFFICE MANAGER 

GRADE: LBR 7, 36 hours, term time plus 2 weeks	Hours:	8.00am to 4.15pm / 1 day 8.00am to 4.00pm

Responsible to: 		School Business Manager

Principal Responsibilities

· To be accountable for the day to day management of the admin team ensuring the smooth and efficient running of the school administration process. 
· To co-ordinate admin team activities to ensure maximum efficiency
· To be responsible for the review, development, update, design, organisation and monitoring of support systems/ procedures/ policies
· To manage own workload and the work of individuals and teams effectively, providing support when necessary and delegating where appropriate. 
· To demonstrate emotional intelligence, impact and presence, commitment, integrity, flexibility and enthusiasm. 
· To ensure that the school's administration meets DfE requirements of schools and operates in accordance with the London Borough of Redbridge (LBR) Procedures.
· To develop shared understanding of processes and responsibilities within the office to increase flexibility (e.g. in response to staff absence) and to support effective succession planning
· To provide PA assistance to the headteacher as necessary in the absence of the PA.
· To contribute to the development of a team culture in which all administrative staff are committed to the school’s aims and involved in meeting the school’s objectives
· To be involved in strategic planning for, and support of administrative change in accordance with the School Development Plan
· To undertake recruitment/induction/performance management/training and mentoring of School Office admin team 
· To manage the budget for administrative services
· To review and approve office supply/equipment acquisitions and to research contracts, suppliers, equipment and regulations, including evaluation of new products for the purpose of ensuring compliance with budgetary guidelines.
· To administer bidding processes and contracts for vendor performance/compliance within established limits (e.g. prepare specifications, evaluate bids, recommend vendors, conduct bid meetings, etc.) for the purpose of securing items and/or services within budget and in compliance with regulatory requirements.
· To ensure that the school's administrative services make effective use of current Information Communication Technologies in school (telephone system, Fronter, The Website, Group Call, ParentPay, InVentry, digital signage etc.) and to advise on the benefits of emerging technologies
· To ensure that information on public websites is reviewed and updated on a regular basis.

Payroll processing

•	To manage the administration of Payroll processing, liaising with the Local Authority regarding contracts of employment and recording changes as necessary
•	To maintain job descriptions for admin staff in consultation with both the headteacher and the School Business Manager. 
•	To act as Performance Manager for up to 8 designated administrative staff, including conducting annual reviews and identifying staff training and development needs.
•	To produce statutory annual salary statements for all teaching staff (with the support of SBM)
•	To complete monthly staff absence returns Using SIMS and iTrent
· [bookmark: _GoBack]To authorise monthly payroll reporting claims
	
Finance

Main School (NatWest) Account
· To maintain Income and Expenditure Accounts on FMS system
· To process all orders to suppliers
· To process all invoices and make payment via cheque (BACS when available)
· To act as second signatory on all cheques
· To process from bank statements transactions made directly through bank account (i.e. ParentPay/Lettings income)
· To complete monthly reconciliation of NatWest bank account
· To record and reconcile petty cash transactions (monthly)
· To prepare, reconcile and submit VAT return to Redbridge (monthly)
· To ensure correct VAT reimbursement is received
· To assist auditors in providing requested information for the purpose of providing necessary documentation for the completion of audit
· To make payments using School credit card, process and reconcile transactions

School Fund (HSBC) Account
· To maintain income and expenditure for School Fund accounts on FMS system
· To process all invoices and make cheque payments
· To act as second signatory on all cheques
· To process from bank statements transactions made directly through bank account (i.e. ParentPay/SF donations)
· To complete monthly reconciliation of HSBC School Fund account
· To record and reconcile petty cash transactions (monthly)
· To deal with all aspects of covenants and Gift Aid arrangements and arrange tax rebate 
· To provide the Headteacher and Governors with termly School Funds reports
· To prepare School Funds accounts for auditor

These responsibilities indicate the wide-ranging nature of the job, which demands flexibility and strong organisational and interpersonal skills.  The School Office is an integral part of the school and the post will appeal to someone who would enjoy working as part of a busy but friendly team and would take an interest in the life of the school.  

Person Specification
· a calm, flexible, dependable and committed team person
· a confident and proactive IT user
· an excellent communicator
· a professional able to work on own initiative  but also to recognise when to ask for advice

YOU WILL NEED:
· Integrity and sensitivity
· Ability to prioritise and use initiative
· Good people skills
· The ability to work quickly and methodically in a busy school environment
· The ability to work under pressure to deadlines
· The ability to communicate effectively with staff and students

All school staff should familiarise themselves with the expectations outlined in the Staff Code of Conduct (SP02.11)

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.

This job description may be amended at any time after consultation.
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