
George Spicer Primary School 
 

OFFICE MANAGER  
 

Hours of work: 28 hours per week, 39 weeks per annum (4 days per week) 
 
Grade:   Scale 6 
 

 
Responsible to:   School Business Manager and Headteacher 
Line Manager: School Business Manager 
 
Role Purpose 
 
The Office Manager supports the School Business Manager and Headteacher in the day-
to-day operation of the school's administrative functions, including office management, 
Welfare management, HR administration, finance, attendance, educational visits, and 
staff supervision. 
 
 
Office Management 
 

• Manage the daily operation of the school office. 

• Line manage Receptionists and Welfare Assistants. 

• Coordinate staff cover for absences and lunch breaks. 

• Monitor office workflow and ensure deadlines are met. 

• Monitor welfare workflow and ensure deadlines are met. 

• Maintain pupil records within Arbor MIS and school admin applications. 

• Complete Local Authority returns, including the Pupil Census. 

• Oversee reception areas and welfare facilities. 

• Ensure confidentiality, safeguarding, and security procedures are followed. 

• Act as a super user for administration systems and support staff training. 

• Manage DBS records. 

• Maintain First Aid and EpiPen qualifications. 

 
Human Resources and Staff Attendance 

 

• Administer staff absence processes and records using Arbor. 

• Conduct return-to-work interviews for support staff. 

• Manage Occupational Health referrals. 

• Produce sickness reports and payroll absence returns. 

• Monitor absence trends and report concerns to Headship, SBM and governors. 

• Support formal absence management meetings. 



• Take confidential minutes for grievance, complaint, and investigation meetings. 

 
 

Educational Visits administration 
 

• Coordinate travel and transport arrangements for school trips. 

• Obtain competitive quotations and costings. 

• Ensure visits are accurately recorded in the school diary. 

• Liaise with teaching staff regarding trip administration. 

 
Finance 

 

• Process purchase orders using RM Finance. 

• Manage stock control and ordering systems. 

• Apply best-value purchasing principles. 

• Monitor budgets alongside the School Business Manager and Finance Officer. 

 
 

General Administration and School Support  
 

• Provide high-level administrative support to the Headship Team. 

• Handle enquiries from parents, visitors, and external stakeholders. 

• Deal professionally with challenging situations. 

• Support the Senior Leadership Team as required. 

• Undertake additional duties appropriate to the role. 

 
 
The post holder shall ensure that the duties of the post are undertaken with due regard 
to the School’s Health and Safety Policy and to their personal responsibilities under the 
provision of the Health and Safety at Work Act 1974 and all other relevant subordinate 
legislation. 
 
We are committed to safeguarding and promoting the welfare of children and young 
people. All employees are therefore expected to share this commitment 
 
 
 
Signed……………………………………………………. Date……………………………….. 


