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Job Title:
Office Manager, Headteacher’s PA & Clerk to Governors
Pay Scale:

Band G
Responsible To:
Headteacher
Responsible For 
Office Staff (3 part-time SCP 11)
Description of Duties:
· To provide secretarial and organisational support to the Headteacher of Kilgarth School
· To manage Kilgarth School’s general office
· To be an ambassador for the school

· To delegate, manage and supervise work of the office staff

· To deal with parents, pupils and staff, in person and on the telephone

· To liaise with teaching staff, parents, pupils to resolve queries that might arise.  In addition to liaise with Officers of the Authority and outside Agencies

· To organise hospitality for receptions/meetings and all related correspondence

· To maintain and supervise pupil registration and record systems (including admissions, discharges and daily attendance) using SIMS system

· To act as administrator for CPOMS and Staff Safe

· To monitor the school office email account and diary
· To monitor AnyComms

· To maintain, and regularly update, the SCR
· To request and monitor DBS checks electronically 
· To provide full confidential secretarial support for the Headteacher
· To maintain the Headteacher’s diary

· To deal with administration connected with appointments/resignations in accordance with Safer Recruitment procedures and DBS checks

· To be responsible for filing for Headteacher

· To liaise with transport section to ensure the smooth running of pupil transport
· To monitor staff absences, overtime and expenses using Self-Serve
· To make insurance claims for staff sickness when appropriate

· Enter school trips on Evolve
· To liaise with LA re technical support repairs

· To request repair work via Concerto

· To meet with contractors on site regarding repair work making sure that work meets the required specifications

· To ensure routine Fire Alarm checks are carried out

· To be responsible for maintaining the asbestos register

Clerk to the Governors

1. To provide confidential support to the Governing Body.

2. To be responsible for the continuity of Governors’ business.

3. To advise the Headteacher on all matters relating to Governors’ business.

4. To ensure the efficient running of all Governors’ meetings by:

· Working effectively with the Chair and Headteacher before the full Governing Body meeting to prepare a purposeful agenda focused on school improvement and taking LEA and DCSF issues into account.

· Encourage all parties to produce relevant papers on time.

· Producing and distributing agenda and relevant papers at least seven days prior to meetings.

· Recording attendance and taking relevant action re absences.

· Providing clerical support to meetings by taking minutes.

· Recording of all decisions accurately with timescales for action.

· Provide drafts to Headteacher and Chair of Governors for amendment/approval.

· Circulation of all drafts to Governors within the agreed timescale.

· Advise Governing Body of dates of meetings.

· Maintenance of signed minutes as archive record.

· Liaise with the Headteacher and the Chair prior to meetings to update any progress on agreed actions.

· Forward all paperwork to LA as appropriate.

· Chair that part of the meeting at which Chair is elected.

5. To support membership of the Governing Body by:

· Maintaining a database of names, addresses and category of Governing Body members and their term office.

· Maintaining copies of current terms of reference and membership of committee and working parties and nominated governors.

· Advise governors and appointing bodies of expiry of the term of office before it expires so that elections or appointments can be made in timely manner.

· Informing Governing Body of any changes to membership.

· Maintain meeting attendance records and advise on non-attendance of Governors.

· Ensure that register of pecuniary interest is held and reviewed annually. 

· Ensure DBS checks are carried out when necessary.

6. To be responsible for advising the Governing body by:

· Having access to appropriate legal advice, support and guidance.

· Ensure that all policies are in place and the maintenance of the file in school of all policies and documents approved by the Governing Body.

· Maintain records of all Governors’ correspondence.

7. To maintain own professional development in liaison with the support section of the Local Authority under the guidance of the Headteacher and Chair of Governors.

8. To carry out any other duties commensurate with the grading of the post as may be decided by the Director of Children’s Services and the Headteacher.
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