
 

 

Job Description 

Post Primary School Office Manager – St. Mary’s Horsforth 
Details: grade, 
hours, duration, 
location 

NJC Scale C1 - £17,945 - £19,679 (actual salary) 
37 hours a week term-time only + 5 days, permanent (suitable for part-time 
working, compressed hours or job share) 
Based at St. Mary’s Horsforth, occasional travel to the Trust’s base at St Mary’s 
Menston and other Trust schools. 

Responsible to Executive Headteacher / Head of School 

Responsible for Office administrator(s) 

Purpose of the 
Post 

Manage and provide all the administration services needed by the school that are 
best delivered by school staff rather than by the Trust’s Shared Services. 

Main duties and 
responsibilities 

1. Provide a school reception service, including: parent visits, other visitors, 
deliveries, reception security and assisting with safeguarding, including being 
a member of the school’s Leading Safeguarding Team with responsibility for 
initial reception of phone calls and visits relating to safeguarding in the 
absence of the Headteacher.  

2. Provide school communications, including: responding to and sending emails, 
letters, texts, consent slips; responding to phone calls; managing the school 
website, diary and newsletter; dealing with incoming and outgoing post. 

3. Provide school administration of: Parentpay, SIMS, registers; after-school 
clubs; parents’ evenings; school trips; censuses; school year start and end; HR 
processes and administration; medicines to children; photocopying; and 
pupil reports. 

4. Manage the school’s supplies, facilities and health and safety, including: 
placing orders; managing stationery supplies; accident and incident logs and 
reports; evacuations and lock-downs; issues with IT and phone systems; 
issues with contracts and orders; insurance claims; reporting and recording 
issues with premises, and acting as an additional keyholder when required. 

5. Manage, recruit, train and develop the school office staff. 
6. Manage arrangement of supply cover and timetabling of support staff. 
7. Comply with all relevant legislative requirements, and Trust and Diocesan 

values, policies and procedures. 
8. Assist with the provision of administrative support for all Teaching School 

activities including co-ordination of meetings, maintenance of calendars, 
general admin, liaison with strategic partners and outside agencies and 
attendance and minute taking at meetings. 

9. Any other duties commensurate with the grade of the post requested by the 
school or Trust. 

 


