
 

 

 

 

Hours of Employment:  37 hours’ p/w term time only + 3 weeks  
Grade:     8, Scale Point 28-34 
Responsible to:   Headteacher  
Responsible for: Provide Leadership support to and day to day management of the 

school administration team, managing the daily operation of the 
school office and the school’s general administrative activities.   
Line Manage the Caretaker and support the Headteacher in the 
maintenance and development of the school buildings. 

 
Leadership and Management: 
 
The School Office Manager is a full member of the school’s operational management team. 
The purpose of the job is: 

 To lead and manage the administrative team and office functions to ensure an effective service to the 
school. 

 Develop, lead and manage the business, premises and administrative systems. 
 To offer strategic vision, guidance and direction on all aspects of the budget, finance, ICT, premises 

and administration to the Senior Leadership Team. 
 Liaise with the school caretaker to ensure that the learning environment is permanently safe, secure, 

efficiently run and it is consistently meeting its potential. 
 The day to day management and supervisory responsibility of administration and premises staff 

including Performance Development Review (PDR) and return to work interviews, including assisting 
in the creation and implementation of recruitment/induction/training and mentoring systems for 
these staff. 

 To support the HR and MIS procedures within school, including the Sims Pupil and Staff Data system.  
 To lead the financial procedures and systems of the school in co-operation with the senior leadership 

team, ensuring that legal and safety requirements, with regard to people and property and function 
of the school are maintained. 

 To undertake the maintenance of the Sims pupil and staff record system. 
 Ensure all GDPR legislation is adhered to, liaising with the school’s DPO. 
 Attend all SLT meetings; preparing agendas and taking meeting notes as required. 
 To be responsible for communication between the school and its service users. 

 
Responsibilities & Accountabilities: 
 
Human Resources 

 To be responsible for the school’s general HR function,  
 To be responsible for and maintain the CPOMS Staff Safe system and general personnel issues. 
 Ensure the effective operation of the HR portal for all new staff appointments and contract changes. 
 Complete all new starter paperwork and other documents relating to staff employment. 
 Maintain and update confidential personnel files. 
 Co-ordinate the staff recruitment process for all new personnel, collating job applications through to 

interview, including visits and queries, liaising with external organisations to ensure that appropriate 
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clearance for new staff is received – medical checks, DBS and references and ensure that the school is 
working within ‘safer recruitment’ guidelines. 

 Manage all staff absences via Sims and Manage HR system. 
 Review and check staff additional hours and supply claims. 
 Maintain the schools policy schedule procedure, keeping the schedule updated, ensuring policies are 

sent to staff for review when appropriate. 
 Support the SLT in line with the schools Managing Attendance Policy.  

 
Financial Duties 

 To be responsible for the management of certain basic features of the school accounting function in 
accordance with Nexus Multi Academy Trust procedures, ensuring its efficient operation according to 
agreed procedures. 

 Collaborate with the Senior Finance Officer and the schools Nexus Finance and Compliance Officer in 
the preparation of the school’s annual budget, collecting and interpreting data and preparing a draft 
budget for approval. 

 Ensure that the school is fully prepared to meet external auditing. 
 To act as budget holder for buildings/site maintenance, administrative supplies, furniture and 

caretaking supplies. 
 Undertake training by attending professional development programmes or through personal research 

and investigation in order to manage change. 
 Support the archive of documentation in line with GDPR archive procedures. 
 Negotiate contracts for products and services. 
 Be aware of risk assessment tools and how to use them to establish hazards within the school and the 

associated risk involved. 
 To be the point of contact with central and other agencies with regard to grant application, gifts and 

other donations. 
 
Estate Management 

 Support the running of the school building, liaising with school caretaker and acting as the schools 
Health and Safety Co-ordinator, incorporating fire risk assessments, site security, maintenance and 
work required. 

 Manage all projects on premises and site and liaise with contractors/LA as required 
 Liaise with facilities co-ordinator re provision of appropriate level of hospitality for visitors/meetings, 

organising venues etc 
 To formulate, monitor and implement the school’s safety policies to comply with the regulations of 

the Health and Safety at Work Act and other related legislation to ensure the safety and security of all 
service users. 

 Be aware of the importance of a disaster recovery plan and its place within the management 
procedures of the school and operate the elements linked to the resource management responsibility. 

 
General Duties 

 To provide support as relevant to the Headteacher. 
 To maintain awareness of current practices by attending training sessions as required. 
 To comply with the school’s Safeguarding procedures. 
 To comply with the school’s policies and procedures at all times. 
 The management of the administrative function including the administration of ICT, facilities and 

computer network systems, records and telephone systems. 
 Act on own initiative over a range of activities, including dealing with complex enquiries in a helpful 

and diplomatic manner, resolving problems where possible; setting and meeting deadlines. 
 Contribute to the overall ethos/work of the school. 

 



 
Administration 

 Develop and manage the administrative function including the administrative ICT facilities, school 
reception, reprographics, records and telephones. 

 Provide for the preparation and production of all school records and publications. 
 Ensure that all pupil related returns eg. Absence, school census, assessment etc. are generated and 

submitted to the relevant agencies correctly and in a timely manner. 
 
 

Standard Statements: 
As appropriate, the post holders’ duties must be carried out in compliance with the following – 
Nexus MAT Policies 
Health and Safety at Work Act (1974), and subsequent health and safety legislation. 
 

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder 
may be required to undertake other reasonably determined duties and responsibilities within the school, 
commensurate with the grading of the post as contained in the guide entitled ‘School Support Staff – The Way 
Forward’, commensurate with the grading of the post, without changing the general character of the post. 
 

Updated: September 2020 
 
 
Signed: _________________________________ 
 
 
Dated:  _________________________________ 


