
Stephenson MK Trust
JOB PROFILE

POST TITLE:
Office Manager STA 
GRADE: 

£29,458-£31,020 per annum, Range 5, point 25-27 on the SMKT pay scales 
(FTE - £33,945 - £35,745)
HOURS: 
37 per week / TTO + 2 week

LOCATION:  
Stephenson Academy (STA)
RESPONSIBLE TO:
Principal 
JOB PURPOSE

The Office Manager is responsible for overseeing the daily administration of STA including line managing administrative staff and provide assistance to the school leadership team notably the academies Headteacher. 
They are also responsible for all administrative, HR, financial invoicing and organizational processes within the academy, always maintaining confidentiality. They assist with all the planning and development of support services.

Duties and responsibilities

Organisation
· Ensure the smooth and effective running of the Academy and all administrative and communicative systems.
· Contribute towards the planning, development and organisation of support service systems, procedures, and policies across the Academy.
· Assist in the organisation of Academy trips in cooperation with other staff. This includes ensuring that staff and external providers (e.g., coach companies) have completed all associated risk assessments.
· Ensure that all staff create a professional and welcoming reception for all visitors and parents and all visitor checks and health and safety/ first aid processes are in place to monitor entry in and out of the school.
· Deputising / supporting PA with Governance where required
· Management of the Census.
· Work in collaboration with the Office Manager across Bridge Academy to ensure consistency and shared best practise.
· To attend SLT and report on staff absence data in line with HR procedure.
· To raise the profile of the academy within the community
· Ensure the office is kept tidy, always organised and in good order, making sure there are sufficient office resources available.

· Provide advice and guidance to staff, pupils and others on administration systems and events that take place in school.

Leadership

· Line manage all STA administrative/reception team/staff, including reviewing staff performance and carrying out appraisals 

· Establish clear systems in order to develop an efficient office at the school.

· Ensure there is consistency in office practice within each administrative team.

· Train and develop administrative staff and allocate responsibilities as appropriate.

· Ensure that all members of the admin office team present, at all times, a positive image of the school to all staff, parents and visitors both internally and externally.

· Develop an office team that delivers and meets the needs of STA.

· Take all decisions in line with the vision and values of the Trust and encourage others to do the same.
· Coordinate administrative procedures and systems and devising ways to streamline processes.

Administration

· Manage manual and electronic record/information systems.
· Analyse and evaluate data/information and produce reports/information/data as required for STA.
· Provide personal, administrative and organisational support to Principal and Deputy Principal and the Governing board.
· Carry out filing, printing, and photocopying. Maintain the operation of the printer and photocopier to ensure it’s ready to use at all times, resolving any issues as necessary.
· Manage and organise completed enrolment forms from parents.
· Organise and distribute incoming and outgoing post. 

· Manage the induction process for new starters.
· Book training courses for staff.
Financial & Resource management

· To ensure that all ordering processes are completed fully and accurately, in line with the agreed procedures to ensure that resources are available when needed but that ordering is tightly monitored. Ensure that ‘Best Value’ principles are applied to all appropriate purchasing decisions.

· Pass the monthly statements to budget holders so they can ensure there is no overspend in their budget allocations unless already authorised by the Principal and Finance team. 

· Assist the Principal & Finance team with the preparation of the school’s annual budget and all documents relating to the academy’s financial audit e.g. the statement of internal control, adherence to ATH and finance policy. 

· Ensure the financial transactions of the academy are up to date to ensure accurate budget monitoring, within the financial system of the school (Access)

· To undertake a range of financial duties within the school including manual and computer record systems to ensure that all external and internal financial regulations, and procedures are fully complied with

· Assist with procurement and securing sponsorship/funding.

· Manage financial administration procedures and maintain appropriate records to satisfy audits.

· Assist with the planning, monitoring, and evaluation of the budget.

· Manage office expenditure within an agreed budget.

· Manage school licenses and insurance policies.

Compliance

· Support and work alongside HR in the administration of adverts and job descriptions and liaise with HR re, collating documentation, medical clearance and DBS checks as require.

· To work with HR to undertake a full range of personnel duties within the school, maintenance of sickness returns, completion of monthly insurance claims, and statistical returns and recruitment administration, to ensure that staffing issues are dealt with to deadlines and in accordance with conditions of service, personnel policies and procedures. 

· Assist in the organisation and running of School interviews and tasks

· Keep records in accordance with the school’s record retention schedule and data protection law.
· Support the data protection officer with ensuring data protection compliance and helping the school community understand how to comply with data protection law. 

· To be responsible for the effective communication with parents, other stakeholders and agencies via email, letter, telephone and other communication media.

Liaise with ESFA and other stakeholders as may be necessary from time to time to oversee compliance within the school.

The school office manager will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.

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 that the school office manager will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher.
This job profile is a guide to the work that you will initially be required to undertake.  It may be altered from time to time to meet changing circumstances.  It does not form part of your contract of employment.

Stephenson Trust is an Equal Opportunities employer.  We are also committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.  

Conditions of service:
Stephenson (MK) Trust
Staff Supervised:

Receptionist, SEND Administrator, Administrators
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PERSON SPECIFICATION

JOB TITLE:
Office Manager
LOCATION:  
Stephenson Academy
E=Essential D=Desirable

	criteria
	qualities
	E
	d

	Qualifications 
and training
	NVQ3 in Business Administration or equivalent qualification in a relevant discipline (or working towards)
	Y
	

	
	4 GCSE’S at grade 4 or above including English and Maths
	Y
	

	
	Willingness to undertake further training
	Y
	

	Experience
	Working in an office environment at senior level (2-5 years)
	Y
	

	
	Managing roles across a range of sites
	
	Y

	
	Organising, leading your team, and motivating other staff
	Y
	

	
	Developing, managing, and operating clerical/ administrative/ financial and ICT organisational systems
	Y
	

	
	Managing staff
	Y
	

	
	 Working with children or young people 
	
	Y

	
	Managing school finances and budgets
	
	Y

	
	Analysing and evaluating data including sims
	
	Y

	Skills and knowledge
	Good knowledge of financial regulations
	
	Y

	
	Excellent attention to detail
	Y
	

	
	Excellent literacy and numeracy skills
	Y
	

	
	Competent use of IT packages including word processing, spreadsheets, electronic accounting systems and school systems
	Y
	

	
	Ability to use relevant office equipment effectively. 
	Y
	

	
	Ability to plan, organise and prioritise
	Y
	

	
	Understanding of data protection and confidentiality 
	Y
	

	
	Understanding of safeguarding
	Y
	

	
	Excellent communicator
	Y
	

	Personal qualities
	Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils.
	Y
	

	
	Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school.
	Y
	

	
	Ability to work under pressure and prioritise effectively.
	Y
	

	
	Commitment to maintaining confidentiality at all times.
	Y
	

	
	Commitment to safeguarding and equality.
	Y
	

	
	Embraces change well.
	
	Y

	
	Deals with difficult situations effectively
	Y
	

	Other requirements
	An enhanced Disclosure and Barring Service Certificate is required prior to commencement of this post.
	Y
	


Notes:

This job description may be amended at any time in consultation with the postholder. 
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