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Job Description
Job Title:  Office Manager
Hours:  Part time / full time – flexible for the right candidate
Grade: H5
Responsible to: Headteacher

Main Purpose
The Office Manager plays a crucial role in leading the smooth and efficient operation of the school. As the primary point of contact for parents, staff, and visitors, the Office Manager is responsible for maintaining effective communication, managing administrative tasks, and contributing to the school's welcoming and inclusive environment.
Aligned with the school's vision and values, the Office Manager’s main purpose is to provide high-quality administrative and organisational leadership, ensuring the school runs seamlessly and enabling teachers to focus on delivering excellent teaching and learning. The role is pivotal in fostering strong relationships with the school community and upholding the school's commitment to supporting all pupils, including those from disadvantaged backgrounds, minority ethnic groups, and with special educational needs and disabilities (SEND).
Key Responsibilities
· Provide administrative and organisational services to the school.
· Liaise with parents and carers.
· Liaise with other staff and external agencies.
· Undertake word-processing and IT based tasks including operation of relevant equipment and advanced ICT packages.
· Process forms, returns, etc. including those to outside agencies.
· Contribute to the planning and development of administrative procedures and systems.
· Prepare paperwork for finance meetings on a monthly basis.
· Assist with the preparation of the draft annual budget and budget review
· Maintain the school’s fund account.
· Reconcile the fund account.
· Ensure appropriate use of the school’s bank accounts.
· Responsible for adherence to financial regulations and audit requirements and advising on the application of these.
· Process invoices for authorisation and payment by the Headteacher.
· Allocate work to the Administration Assistant as necessary.
· [bookmark: _GoBack]Completing reports, including funding returns, census and payroll

Individuals in this role may also undertake some or all of the following:
· Respond to reception and visitor enquiries.
· Organise arrangements for school visits and events.
· Monitor pupil attendance and run reports.
· Undertake administrative duties such as filing and document preparation.
· Undertake personnel administration, such as DBS checks and staff files
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.


Headteacher  Mrs N. Wilby 
Studlands Rise First School,  Studlands Rise, Royston, Herts, SG8 9HB
T: 01763 243930 	E: admin@studlandsrise.herts.sch.uk         W:www.studlandsrise.herts.sch.uk
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