
JOB DESCRIPTION
TITLE:				Office Manager.
LOCATION:				Donovan Primary. 
AGREEMENT:			Support Staff in Schools Collective Employment Agreement or IEA.
					S70 Grade D Step …. 


CORE COMPETENCIES FOR STAFF:
	
PARTICIPATING AND CONTRIBUTING- demonstrating the ability to respond appropriately as a group member and to make connections to others. 


	
· Always supports and models the school’s values
· Complies with and supports the school’s policies and procedures
· Maintains integrity/confidentiality and takes responsibility for own actions
· Understands the concept of work/life balance
· Identifies and participates in personal development 
· Accepts and manages personal responses to change in a positive manner
· Strives for excellence and perseveres in the face of difficulties
· Works collaboratively as a team member


	
THINKING AND COMMUNICATING – Using creative, critical, metacognitive and reflective processes to make sense of and question information, experiences and ideas. These processes are used for developing understanding, making decisions, shaping actions, or constructing knowledge. 


	
Verbal
· Conveys information clearly, logically and accurately (eg meetings, discussions, phone calls)
· Listens and asks questions to maximise understanding of events
· Actively listens to what others have to say 
· Tells the truth while being mindful of the feelings of others
· Uses relevant verbal and non-verbal clues to check for understanding

Written
· Writes in an appropriate manner so material is easily understood 
· Written work is accurate
· Work is checked before distribution


	
Problem Solving
· Collects data relevant to the issue
· Completes analysis of data
· Applies judgement when taking account of the available facts, constraints and probable consequences
· Consults/seeks assistance when necessary
· Keeps appropriate people informed during the decision-making process 


	
MANAGING SELF – being responsible for the delivery of the work requirements and maintaining ethical standards.


	
· Accepts ownership for finishing work started and delivering to commitments
· Uses time productively 
· Has a ‘can do’ attitude
· Establishes systems, methods for organising resources and/or documentation to provide an audit trail for future reference
· Plans and organises tasks on a day-to-day basis to achieve results
· Pays attention to budgets and makes savings where possible
· Checks for agreement and approval before acting and seeks assistance when required


	
RELATING TO OTHERS-achieves objectives through working as part of a team, sharing knowledge and working collaboratively.


	
· Actively builds positive and productive working relationships
· Offers assistance to others
· Listens to what people have to say and acknowledges their contribution
· Shares relevant knowledge with others 
· Models professional conversations
· Is aware of the effects their words and attitudes have on others
· Settles contentious issues directly with those involved
· Remembers commitments made to others and keeps them
· Accepts constructive criticism and learns from it 
· Shares credit with others




The primary purpose of this position is to provide high quality administrative and financial support services to meet the ever-changing needs of the school. The Office Manager will be required to build strong relationships with the Principal, Board of Trustees, senior management team, the office staff, other staff as well as external organisations and members of the school community. The Office Manager will undertake tasks of a diverse nature and at all times endeavour to deliver timely, accurate and cost-efficient support services that meet the needs of the school. 

Job Purpose: 







Service Delivery: 
	
	Key Tasks
	Performance Indicators

	Staff

	· Office staff are trained in their respective roles
· Ensures office staff are meaningfully engaged
· Assists them when necessary 
· Provides guidance and feedback
· Monitor and adjust job descriptions/IEA
· Provide employment documents
· Complete Police Vetting
	Positions are filled with competent staff.
Office staff are managed.
Office staff are kept informed.
Office staff are supported. 
Work is planned.

	SMS
	· Monitor Student enrolments/departures processed and entered in Enrol and SMS
· Enrol will be managed and kept current
· Monitor student finances accurately 
· Assistance given to teaching staff who require access to student management system
· MOE Returns are managed
· Monitor End of year Roll overs 
· Set up new classes/teachers
· Keep upskilling on administrator’s role for SMS
· Create lists in SMS for staff to access
· Provide all staff and students with email addresses
	Enrol and SMS are up to date.

Student files are managed.

Staff are trained in the SMS.
MOE Returns are completed on time.
Close off end of year.

New classes for beginning of year.
Seek advice from MUSAC.

Lists available for staff to access information.

	Financial
	· Cash flow is monitored
· On-line banking is managed
· Investments are managed
· Overdue payments are followed up 
· Invoices for payment are checked and authorised
· Assist Accounts preparation for audit 
· Auditor enquiries are handled
· Maintains up to date knowledge about school accounting and administration requirements using all available resources/agencies
· Accept payment, cash/Eftpos and issue receipts
· Assist social club finances
· Reconcile social club accounts
· Monitor and control use of office Credit Card
	Cash flow is managed.
Expenditure is monitored and variances explained.
Recommendations for savings and efficiencies are made.
Security is in place for on-line banking.
Investment revenue is maximised.
Cash movements and payments are accounted for.
Claims are checked and processed
Accounting information is accurate.
Accounts are processed and payments made. 
Student finances are current.
Data bases are secure.
The audit is managed.
The school is well informed about accounting and administration requirements, and any changes are advised.
All money into the school is receipted, reconciled and banked.
Keep accurate balances.
Ensure sufficient fund and correct usage.

	Payroll
	· SUE report is checked for accuracy
· Accurate instructions are forwarded to payroll 
· Staff queries are followed up in a timely manner
· Staff files are maintained, and privacy is protected
· Staff are informed about payroll dates, changes etc 
· Pay and salary increments are processed and are correctly authorised 
· Liaise with Edpay regarding any payroll issues
· Keep the Principal informed of payroll issues
· Follow up on any outstanding issues
· Input and follow up on EOY and SOY staffing.
· Accurately and timely communicate pay change details with Edpay
· Check and record leave balances
· Record sickness and relievers in diary and transpose into Edpay online weekly
· Terminate employees/authorisers
· Supply paperwork to new staff and transfer onto payroll

	Revenue flows are monitored.
Payroll is managed efficiently and effectively. 
Staff pays are managed.
Filing is efficient.
Files are held confidentially. 
Staff will know reason for pay change.

Pay rates are correct and all increases checked and authorised. 
Accurate leave balances. 

Principal is aware of issues.
Issues become resolved.
Staff pay is ended and restarted accurately.

Staff pay changes done in timely fashion.

Balances are up to date.
Relievers are paid in timely fashion.


	Administration
	· Maintain accurate and effective filing both electronically and hard copy, sufficient to create an audit trail and for historical records
· Maintain records and files in accordance with the Ministry of Education archive requirements
· Insurance claims are handled in accordance with procedures
· The school newsletter is prepared and distributed 
· Staff are informed of daily events
· Student and staff absences are recorded and monitored
· Reception – handles phone calls
· Visitors are greeted and assisted 
· Mail, forms and other documents are received and distributed 
· Price and arrange buses for school outings
· Complete all software upgrades
· Source replacement options for office equipment
· Have appropriate knowledge of enrolment zone
· Promote the school when any enquiries are made
· Administer Stand-downs and Suspensions
· All typing as required
· PA to Principal

	Filing system is up to date and easily accessed by relevant personnel.

Records are kept securely and archived appropriately.
Insurance is checked and the insurer advised of any potential claims and claims are processed accurately and timely.

The school communications are managed. 
Edge notices are up to date.
Record kept in diary.

The school office is efficient at managing callers and visitors. 
Customer service is efficient.
Placed in staff pigeonholes.
Buses arrive on time and take students to designated destinations. 
Upgrades done.
Purchase new equipment.

Families are fully informed.

Record stand-downs on Enrol and prepare parent correspondence. 
Accurate and professional work.



	Website & Schoolstream
	· Updates and monitors the school website. 
· Collates data about website functioning 
· Adds and deletes materials on this platform
· Schoolstream -All notices are communicated in a timely accurate fashion
· All canteen orders are compiled and given to canteen staff in a timely manner
· All permissions slips are created and when completed, compiled for teacher in spreadsheet
· Promote Schoolstream to all our community
· Keep Schoolstream up to date
· Keep upskilling on Schoolstream

	The school website is managed.


Schoolstream is the main form of communication with our community.

Canteen staff have orders early on Friday morning.
Teachers receive their lists in a timely manner.

	Health and Safety

	· Identify and eliminate or minimise hazards in the workplace
· Be aware of emergency procedures 
· Record accidents, injuries and hazards 
· The code of practice for computer use is adhered to 
· Workload issues are prioritised
· Keep own workspace safe
· Ensure all systems are followed
· Ensure all new visitors are inducted 

	 
Emergency procedure runs within acceptable levels.

Procedures are followed.


	Personal
	· Undertakes personal development 
· Accesses relevant information from a variety of websites including the Ministry of Education

	Is committed to being a lifelong learner. 
Willing to upskill in current best practice.

	Computer Skills
	· Proficient in Word, Excel, Publisher and Office 365
· Design documents/publications to promote efficient systems or processes
· Maintain filling system for electronic files
· Provide professional documentation to meet the current needs of the school and community environment
· Complete student stationery online for beginning of the year
· Maintain website
· Utilize School Stream for communication to our community.

	Professional documents are produced.

Documents to a high professional standard.

Standard procedures are compiled and maintained for school word processing and filing.



	Information Technology
	· Maintain Administrative roles in e-AsTTle, ,Edge, Enrol, NZCER, Xero, Monty, Office 365, Office Max, Stripe, IRD, Westpac, Tela,  School Stream, MOE Portal, Police Vetting, CCTV, Website, Class Creator, School Interviews, ASA, Edpay/Novopay, Alarms, N4L, Ricoh, ESL and Teams
· Information Management and Internet use
· Liaise with technicians to resolve any IT/copier/whiteboard issues that may arise in the school

	All staff have access to their respective programmes at their respective entry levels.

Information is sourced effectively from education websites.

Data is located and downloaded as requested
All IT equipment is working and have up to date programmes.

	Relationship Management
	· Redirect communication to appropriate staff
· Liaise with PTA and Social Club
· Arrange notices
· Secure eftpos/supermarket and credit cards
	Staff receive messages, mail and information in an appropriate and timely manner.
All communication between school community and PTA is timely.
PTA/Social Club money and Countdown card is stored securely until collected.

	Communications
	· Communicates with agencies 
· Information is maintained and access is given in accordance with school policy
· Office staff are aware of child custody requirements and the release of information or students
· Interact with visitors to the office effectively and efficiently 
· Ensure visitors’ register is maintained 
· Ensure visitors are advised of the school’s health and safety requirements
· Promote the school when enquiries are made about enrolments 
· Take phone messages efficiently and records messages clearly 
· Make phone calls to parents and other stakeholders 
· Collect and sort mail 
· Manage school emails and forward, reply to and file as required 
· Manage student enquires 
· Maintain confidentiality and privacy
· Ensure notices and reminders are posted on school communication app (School Stream)

	Assistance is given to stakeholders including MOE and ERO. 

All Stakeholders will have timely and appropriate information. 



Guest book filled in.
Visitors are aware of evacuation meeting point.
Parents are well informed.



Use a professional manner.


Staff communications are received and forwarded in a timely fashion.





	Equipment
	· Maintain School equipment

· Order office consumables
· Order New Entrant packs 
· Organise Teachers laptop rentals and repairs
· Organise student stationery lists

	Office equipment is in good and safe working order. 
Supplies for the office are ordered. 
Packs available for sale.
Laptops are in good condition and leases are current.
Ensure lists are confirmed by teachers and uploaded onto internet platforms.

	Board
	· Liaise with the Board when necessary

	

	Medical Room
	· Ensure enough product to administer first aid
· Ensure no expired product
· Ensure current Emergency Asthma Inhaler
· Keep accurate record of sickness or injury
· Ensure safe keeping of all medications
· Ensure accurate systems in place for medications
· Ensure portable and camp first aid kits are well stocked
· Manage First Aide training for office staff

	Sufficient stock.
All stock is current.
Have emergency inhaler.
Medical log is kept up to date.
Medications are store safely.
Medication register is current.

Sufficient stock for camps.

	Principal Assistant
	· Provide administrative support when needed
· Assist with employment letters and contracts
· Enhance a professional working relationship
· Provide confidential and professional assistance when required.

	Work collaboratively alongside the Principal providing administrative support as needed.




Developmental Objectives for …………………..(year)





Signed ………………………………………………………………………  		 Signed…………………………………………………………….
(Principal)								(Office Manager)

Date…………………………………………………				Date………………………………………………..
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