Job Description: Executive Officer 

Scale: PO1 (negotiable) 

Responsible to: Head Teacher, Leadership & Senior Management Team

Responsible for: Office and Administrative staff

[bookmark: _GoBack]Manages: Back office administrative staff

Purpose of Post: To support the Head Teacher, Leadership & Senior Management Team with the administrative and smooth running of the school. This includes the maintenance of pupil records, initiation of efficiencies and service improvements to the office and administrative control systems. 

It is expected, therefore, that the Office Manager will demonstrate a thorough working knowledge of the office and at all times project a positive image of the school environment - promoting the various services that the school provides to all its stakeholders.

Equal Opportunities: The Leading Learning Trust has a strong commitment to achieving equality of opportunity in its service to pupils and the community and in the employment of people. It expects all employees to understand and promote this aim in their work. 


MAIN DUTIES & RESPONSIBILITIES

Managing the schools’ administrative functions

· To lead and manage back office support staff
· To give capacity to back office support where leadership deem appropriate
· To manage the administration staff to ensure the administration office provides an efficient, professional and appropriate front line and administration service for staff, parents/carers, pupils and visitors.
· To identify Admin staff’s training and developmental needs in liaison with the Business Manager. This will include delegation of work, co-ordination of work-flow and providing advice and guidance as necessary. 
· To performance manage and undertake annual reviews of office and administrative staff following agreed HR procedures. 
· To be responsible for ensuring reception is covered and to deal with difficult situations. 
· Responsible for completion of weekly returns to LEA for and inputting data into SIMs. 
· Support the schools safeguarding procedures ensuring vetting checks are completed on all visitors. 
· To monitor the Admin supplies/stock using the schools procurement system to arrange stock ordering as necessary. 
· To be familiar with appropriate office software e.g. SIMS and have a pro-active involvement with the use of ICT in the school. 
· To regularly review administration systems and procedures - ensuring effective and fit for purpose 
· To work collaboratively with the Leadership Team in setting the aims and objectives of the administration staff and ensuring these are met to the required standard and to predetermined time-scales.
· To plan work schedules and ensure the administration staff are aware of work projects, duties, deadlines and expectations through one to one meetings and weekly team meetings.
· To liaise with the Leadership Team regarding the administrative work to be undertaken and to delegate it to the administration staff as appropriate.
· To monitor the induction of any new members of the administration staff.
· Provide administration support to Leadership team (extracting data for Head teacher reports, preparing letters and presentations as required) - ensuring all information is treated confidentially and to have absolute discretion at all times. 
· Provide feedback to the Network Manager to maximise efficiency of the data supplied from SIMS and other data collection and management information systems
· Arrange the regular attendance of the school’s photographer – providing parents with sufficient notice
· Maintain and manage pupils light education system ‘Anomaly’  


General 
· Prepare information for submission of weekly/monthly returns to the Local Authority and other agencies/stakeholders within statutory guidelines
· Dealing with parental correspondence, complaints and queries as required – making referrals to LT where necessary.
· To work with the Head teacher and Leadership Team to increase the schools Pupil Premium and FSM entitlement numbers. This includes encouraging and ensuring all families complete an EYPP or FSM e-form
· Provide cover for Reception and front desk for staff absences


Supply cover
· To oversee front office receptionist is vetting daily supply cover for teaching and non-teaching staff, as supply cover co-ordinator.
· To oversee correct completion of supply teachers’ timesheets – ensuring they are signed and sent to the relevant agency.


Pupil information, Attendance and Admission
· To ensure all appropriate pupil and staff information is input and kept up to date and correct and the relevant reports are produced when required. 
· To oversee and manage accurate records of pupils and other data recorded on SIMS
· To ensure periodic statistical returns and reports are accurately prepared and submitted on a timely basis, for example the PLASC. 
· Ensure correct school dinner numbers are submitted to the School Kitchen
· To oversee the smooth transition of secondary transfer and pupils’ information transported to secondary schools.
· To oversee the attendance and admission for new pupils in accordance with the agreed procedures. 
· Ensure correct procedures are followed for pre admission off rolling
· Ensure the smooth co-ordination of nursery and reception admissions
· To oversee the  completion of all class registers 
· To monitor the maintenance of the school’s attendance records and ensure returns are produced and submitted timely 
· Ensure absence is recorded and all parents/carers contacted regarding absences
· Ensure the accurate recording and monitoring of pupil absences
· Liaise with LA to issue warnings and penalty notices
· Oversee the Identification of families with persistent absence and set up attendance panel meetings, including completion of all necessary paperwork
· Liaise with the LA attendance management service to improve attendance
· Develop and set up an Attendance Reward system
· Ensure correct Child Missing Education (CME) procedures are followed
· To work with the Educational Visits Coordinator to ensure that all educational visits run smoothly including risk assessments completed by trip organisers 
· Oversee booking of travel tickets and packed lunches for educational visits.
· Oversee school hospitality and room bookings


Managing income, including dinner monies and school journey accounts
· To ensure that an accurate record of dinner numbers and trips monies received is maintained and monitored 
· Ensure all staff meals are booked on SIMs. The input information must be accurate and the monies collected are safely and promptly transferred to the Finance Office.


Ordering goods, supplies and services 
· To ensure stock requests are ordered on a weekly basis 
· To ensure all orders generated by the school are detailed on a requisition/purchase order form.
· To ensure all deliveries of goods are accounted for and distributed correctly and quickly.


Other responsibilities
· To administer first aid for pupils and staff with injuries; to ensure the correct procedures are followed.
· To ensure all duties and responsibilities are discharged in accordance with the school’s health and safety at work policies.
· To participate in the school’s performance management scheme, ensuring that performance standards and targets are set and met within the agreed time scales.

______________________________________________________________ 
These duties may be varied at the discretion of the Head Teacher or Governing Body from time to time to address the changing needs of the school and the development of the role.
