
	 

	
 

 

 

CO-OP ACADEMY NORTH MANCHESTER 

OFFICE MANAGER 

Salary Grade 6 

Permanent full time - TTO + 10 Days 

We are seeking an exceptional individual who is positive, efficient, innovative and highly organised 
to fulfil the role of the school office manager. The post holder will be required to manage the 
administration team in order to promote the effective running of the academy.  

Working in a busy environment, you will have outstanding interpersonal skills, exceptional 
communication and IT skills and be able to deal professionally with all stakeholders including: 
pupils, visitors, governors, parents/carers and members of the public. You will line manage 
members of the team and support them to also achieve and maintain excellence across their 
areas of work. You will enjoy problem solving and have the ability to work independently along 
with being able to multi-task in a fast paced role, whilst keeping a positive attitude at all times.  

 

Job Description: duties and responsibilities 

1. Provide full administrative support for the academy and ensure that academy administration 
staff are organised, directed, trained, developed and supported to meet the requirements of 
their role.  

2. Update general office procedures to reflect current practice and embrace new technologies 

3. Ensure the effective operation of the school reception/office, so that all visitors, staff and 
pupils are greeted in a friendly and appropriate manner which reflects our vision and 
values. 

4. Ensure that all enquiries are dealt with promptly and that they are directed to the 
appropriate person/location 

5. Ensure that systems to enable the accurate collation of pupil record data including medical 
data and permissions are collected in on a regular basis using the most efficient method, 
ensuring that these are in line with GDPR recommendations 

6. Support with the production of key academy documentation such as the operational 
handbook and policies 

7. Ensure that external enquiries are cleared on a daily basis by your team and directed to the 
appropriate person/location 



	 

8. Oversee the collation of the first aid data for the academy, supporting with the presentation 
of this as and when required and ensuring that the Buildings and Estates Manager is made 
aware of the data on a regular weekly basis 

9. Assist key staff in the organisation of events such as sports days, parent/carer evenings, 
open evenings, productions etc and to organise associated administration for these events 

10. Work alongside the finance team to provide support in connection with the Parent Pay 
system  

11. Oversee how incoming mail is received and processed. At times this may include 
processing incoming mail for leadership team members, prioritising as necessary and 
dealing with urgent items  

12. Provide typing/word processing and other office 365 skills to staff members 

13. Prepare confidential items as required 

14. Maintain relevant filing systems and ensure that pupil files and records are kept up to date, 
delegating responsibility to the team as required 

15. Be responsible for the stock control of office items and re-ordering as required in line with 
delegated budgets 

16. Manage the administration of key letters and pupil related paperwork, preparing 
documentation and arranging meetings as required 

17. Take minutes of meetings as required 

18. Hold regular team meetings with staff that you line manage to ensure that the vision and 
values of the academy are being achieved in all areas of work 

19. Be aware of and comply with policies and procedures relating to child protection, 
safeguarding, equal opportunities, health and safety, confidentiality and GDPR, alongside 
other key policies, reporting any concerns appropriately 

20. Carry out all duties with regard to the academy policies, and those of the trust in order that 
the values and vision are reflected in all you do 

21. Set high expectations of conduct whilst acting as a good role model for others 

22. Ensure that output and quality of work is of a high standard and complies with currently 
legislation and standards 

23. Participate in training and other learning activities as required and to participate in appraisal 
and professional development 

24. Line manage the reception, reprographic and administrative teams 

25. Ensure medical health care plans are updated and reviewed annually 

26. Ensure E-safety alerts are distributed to staff members in line with our E-Safety policy. 

27. Provide administrative support as required by the attendance team. 



	 

 

 

 

Person Specification – Office Manager 
 
  Essential Desirable 
Qualifications  
and  
Experience 

Minimum educational qualifications including 
maths & English GCSE at grade C or above 

P  

‘A’ Level in English & Maths   P 
Secondary school experience  P 
Good numeracy and literacy skills P  
First aid qualification  P 

Knowledge and 
Skills: 

High level of computer literacy and administration 
skills 

P  

High level of interpersonal and communication 
skills. Ability to work closely with staff, pupils, 
parents and other stakeholders 

P  

A high degree of organisational ability; there is a 
need to be versatile, to be good at working under 
pressure, to accurately prioritise tasks, and to be 
able to cope with competing and changing 
demands and deadlines. 

 P 

A working knowledge of Office 365 suite  P  
Ability to lead and motivate staff by personal 
example 

P  

Ability to self evaluate learning needs and 
actively seek learning opportunities/CPD 

 P 

Excellent record of health and attendance  P  
Personal 
Attributes: 

Reliable, responsible and trustworthy  P  
Holds high expectations of themselves and 
others 

P  

Committed to professional development  P  
Excellent timekeeper P  
Ability to work flexibly to meets the needs of the 
school 

P  

A positive disposition, firm, fair, calm, 
conscientious, good listener and enthusiastic 

P  

 

 

 


