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Job Title:  School Administrative Manager     
			
School:  Norbury Hall Primary School / Oakgrove School               
Salary Grade: Scale 5
Main Purpose of the Job:  
To provide an efficient and effective financial, administrative and clerical support service for the Headteacher and staff of the school.  
To have responsibility for the school's financial systems and procedures.  
To oversee the asset management processes and data protection.
Job activities: Summary of Responsibility and Key Areas:
Financial Responsibilities 
1. To contribute to the preparation of the school’s annual budget. This will involve the preparation of all financial information having regard to historical criteria and projections from the Trust. To present this information to the Headteacher and local governing board for their consideration
2. To maintain accounts for all school budget areas.  This will include: the provision of annual balance sheets and regular actual balances for the Headteacher; the completion of appropriate summary sheets.
3. In conjunction with the Headteacher to provide financial reports to the local governing board 
4. To process, electronically, requests for services and goods from suppliers; to chase progress; to process invoices and to reconcile payments
5. To undertake the financial monitoring of the school’s externally contracted services
6. To ensure the completion of statistical returns
Asset Management and Data Protection
     1. To administer and manage the school’s asset management procedures in relation to:
· Acquisition and maintenance of stock levels
· Development and maintenance of school inventory
· Authorisation of building maintenance and repairs
    2. To prepare reports relating to the management of assets as required by the Governing Body
    3. To undertake all necessary administrative functions in respect of outside organisations wishing to                                                   hire the premises. This will include initial contact with the organisation and the associated process    involved in ensuring the appropriate payment is received.
4.  Advise the school and its employees about their obligations under current data protection law, including the General Data Protections Regulation (GDPR)
5. Seek advice on data protection issues

Administration
1. To ensure the school office runs in an efficient manner liaising with pupils, parents / carers, staff and external agencies.
2. Undertake word processing and IT based tasks including the operation of computerised records and management information systems.
3. Contribute to the planning and development of administrative procedures and systems
4. Undertake personnel administration, such as DBS checks
5. Dealing with incoming correspondence including calls, post and emails in a professional manner
6. Ensure that all visitors are welcomed in a polite and professional manner, maintaining full compliance with the Visitors / Contractors On-Site checks
7. Ensure that Keeping Children Safe in Education statutory guidance underpins all interaction with visitors, contractors and agency staff on site
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