Upton Snodsbury C of E Primary School
Headteacher: Mrs Rachel Mayo
“Where a Love of Learning Grows”

Job Description

Post Title: 		School Office Manager (Grade 4, Scale Points 7-11)
Pro Rata Salary:	£20,372 - £21,713
Reports to:		Headteacher
Weekly Hours:		32.5 hours per week–8:30 – 3:30 (with 30 mins unpaid break)

Terms:			Term time only – 38 weeks per academic year, 5 Teacher Education Days 					included.

Purpose of the role
To provide a warm, welcoming and highly organised office management service at the heart of the school. As the main point of contact for parents and visitors, the post holder will create a positive first impression, ensuring all enquiries are handled helpfully, professionally and with care, always maintaining high standards of safeguarding and confidentiality.
The role includes delivering effective administrative support across key areas such as safer recruitment processes, finance and payroll administration, health and safety monitoring and maintaining accurate HR records. Working within established systems and procedures, the post holder will use initiative and sound judgement to manage day-to-day tasks, seeking guidance or escalating more complex matters where appropriate.
Key Responsibilities

General /Front Office Administration
· Provide a friendly and helpful first point of contact, handling all matters with a high level of confidentiality and respect for privacy. 
· Respond to routine queries from staff, parents and external agencies, referring complex matters appropriately.
· Coordinate meetings, diaries and school events when required.
· Provide clerking and note taking support for meetings as required, producing accurate minutes and action logs.
· Use school systems and IT applications to maintain records and produce reports including admissions and attendance monitoring via Arbor.
· Processing the school’s census when required.
· Update and maintain the school website, ensuring information and policies are accurate, up to date and reflect the school positively.
· Support the creation and distribution of marketing materials to promote the school to prospective families and the wider community.
· Provide proof reading support when required.
· Support with duties and lunchtime supervision when required.
Pupil Welfare & First Aid
· Provide First Aid Support to pupils and staff.
· Maintain First Aid records and ensure supplies are stocked.
· Support children with minor injuries, illness or emotional reassurance.
· Liaise with parents regarding pupil welfare when needed.
· To take responsibility for the safe collection, storage and administration of pupil medication.
Safer Recruitment and Safeguarding Administration
· Safeguarding procedures including visitor sign in and ID checks
· Maintain and update the Single Central Record, ensuring accuracy and completeness.
· Undertake day to day safer recruitment administration including pre-employment checks, right to work verification and DBS tracking.
· Maintain confidential safeguarding and recruitment files in line with statutory guidance.
· Provide administrative support for recruitment processes via the school’s recruitment system (Tribe Pad).
Finance and Payroll Administration
· Under the direction of the Headteacher or School Business Manager Service, process purchase orders, invoices and expense claims in accordance with financial procedures.
· Undertake payroll input tasks including starters, leavers and contractual changes.
· Under the direction of the Headteacher or School Business Manager Service, maintain accurate financial and payroll records and reconcile information as required.
· Liaise with the School Business Manager Service and external payroll providers regarding routine queries.
· Manage the collection and administration of payments for trips, dinners and school milk etc., ensuring accurate records are kept.
Health and Safety (Operational Monitoring)
· Maintain health and safety records, logs and compliance documentation.
· Coordinate routine checks including fire safety, first aid provision and risk assessment reviews.
· Monitor completion of statutory checks and follow up actions, escalating noncompliance concerns.
· Act as administrative point of contact for external health and safety providers.
HR Administration
· Maintain employee personnel files, ensuring data protection compliance.
· Record absence, contracts, variations and other employment documentation.
· Provide administrative support for HR processes including appraisal administration and training records.
Scope and Accountability
· Works independently within established procedures.
· No line management responsibility.
· Responsible for accuracy and timeliness of records and administrative processes.

This job description is not necessarily a comprehensive definition of the post and you may be required to undertake such other tasks appropriate to the level of appointment as the Headteacher may require. This job description will be reviewed annually or earlier if necessary and it may be subject to modification or amendment after consultation with the post holder.



























Person Specification
Essential	
· GCSE English and Maths or equivalent.
· Excellent communication skills both orally and written.
· Proven ability to work in conjunction with others.
· Proven experience in an administrative role involving complex processes.
· Digital confidence including the ability to use AI tools responsibly.
· Competent IT skills including use of management information systems and Microsoft Office.
· Working knowledge of safer recruitment administration and the Single Central Record.
· Experience of finance or payroll administration.
· Ability to maintain accurate records and handle confidential information appropriately.
· Strong organisational skills with the ability to prioritise competing demands.
· Ability to take clear and accurate notes and produce professional documentation.
· First Aid qualification or willing to undertake training.
· Commitment to uphold Christian values and school ethos.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Caring, child centered approach aligned with school values.
· Commitment to uphold school policies.
· Record of good attendance and timekeeping.
Desirable
· Experience working in a school or education setting.
· Knowledge of health and safety administration within an organisational environment.
· Familiarity with local authority systems and procedures.
· Experience of administering First Aid.
· Experience of school information systems such as Arbor.
· A willingness to undertake further training, with scope to develop and take on additional responsibilities within the role.
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