Carterton School

Office Manager Position
JOB DESCRIPTION 2019
Employer:


Carterton School Board of Trustees

Responsible To:

The Principal

Major Function

· To work and communicate in a professional and friendly manner in all areas of the Job Description.

· To carry out secretarial/reception functions as directed by the Principal.

· To assist the Finance & Operations Manager in such a way that important functions can continue when the Finance & Operations Manager is not available.
Specific Duties Include:

· To work in close liaison with the Principal and Finance & Operations Manager on all matters connected with the Admin role which the Principal/Finance & Operations Manager need to be aware of.

· To work positively in support of the Principal and in such a way that the Principal can have total trust and confidence in all office operations and confidential school business.

· To complete general office duties, stationery sales, receiving monies (fundraising, school activities etc) answering general enquiries from staff, pupils and visitors.

· To be a competent computer operator and to carry out associated duties as required, e.g. daily notices, newsletter, correspondence. Use Word, Google docs etc
· To fulfil the role of Receptionist in a friendly and welcoming manner.  
· Enrol children as they turn five or arrive from other schools.

· To keep the school Student Management System (Edge) and ENROL up to date by:
· Entering all new enrolments before or on their starting date.
· Removing all student leavers within 5 days of notification.
· Ensuring all student details are kept up to date, i.e. changes in telephone number, address, living arrangements, custody arrangements are all to be actioned as soon as new information is given.
· Supply pupil enrolment information (new enrolments or leavers) to Dental Technician (copy of enrolment form and dental enrolment form) and Librarian (address, class, parent details).
· Request records from incoming students previous school.

· Upon receiving a record request, send students records to their new school.

· Performing end of year procedures for ENROL and Edge.
· Daily notices – Type up before 10.20 am (if possible).  Check e-mail for notices from Alison and teachers.  Circulate notices.
· Prepare the Tuesday newsletter, photocopy and distribute to classes, e-mail to families on e-mail tree.

· School Lunch orders – Each Tuesday, Wednesday & Thursday collate the list of lunch orders and payments for Istanbul Café.  Send list by e-mail.  Take the money to Istanbul at lunch time, give lunch orders out to children at hall kitchen, take staff lunches to staffroom.
· To bank school monies received at the office each Friday to ASB (School BOT) account.  Armourguard collects banking Friday afternoons.
· Receipt school donations/technology fees etc as paid.
· Complete and file March and July roll returns.
· Administer first aid and deal with sick/injured children.

· Operate accident/medical room register for all student injuries to ensure staff are protected in the event of a complaint or negligence issue.

· Medications – The responsibility is ultimately with the Principal who delegates this duty to the office staff.  Ensure all medications are safely stored.  When issuing prescription medications ensure the medications register is completed.  This register is to be kept up to date, recording all prescription medication received and issued.
· Order medical room supplies when required.

· Order day to day stationery and office supplies.

· Order Pet Day ribbons and certificates in time for Pet Day in Term 4.  Ensure all cups are returned to school in time for Pet Day.  Send cups to engravers to record the winner’s names on cups.  Record results in record book.

· Update relieving teacher list and fax/e-mail to all South Wairarapa Schools at the beginning of each term.

· Assist with school mail/courier arrangements.
· Keep Hall/staffroom booking system up to date.  Liaise with those who hire the hall.
· Print updated class lists/Pupil address lists each term.

· Print updated medical and emergency lists each Term.

· Assist with operation of photocopier and ensure service is carried out.  Order bulk and small paper supplies.  Phone Konica to report any faults that are not automatically sent.

· Absent students.  Receive electronic absence registers by 9.15 am.  Follow up any student who is away without a reason by contacting parent/caregivers.  Report to Truancy if unable to contact parent/caregivers.  Report to Principal if Truancy Service involved.

· Keep student movement sheet up to date.

· Clear e-mails, faxes and re-direct/action where necessary.
At the end of each year:

· Order end of year certificates.

· Type up all Merit, Cup, House captain, Year 8 leaving certificates.

· Order diaries for hall, Principal, Finance Manager, Admin Manager, Librarian.

· Order teacher planners.

· Update organisation booklet with Principal.  Distribute to families at the beginning of the year or when new families enrol during year.

· Update Behaviour Management Booklet, with Principal, print and distribute to school families at the beginning of the year and new school families during the year.
· Stock take school stationery.

· Update teacher’s stationery lists, file in pigeon holes to be returned with class stationery requirements for the following year.

· Order school stationery for following year after ascertaining best price from suppliers. 

· Stock take and order photocopy paper – A4, A3, coloured.

· Helpers’ morning tea – Advertise in school newsletter to invite all school supporters.

· Order Yr 8 leaving gifts.

· Prize Giving - Call for last year’s cups to be returned.

· Take cups to the engravers and collect once engraved.

· Update school terms list.

· Update staff address list.

· Update staff list.

· Update Staff Emergency contact forms.

· Re-name staff pigeon holes if necessary.

Conditions of Employment
1. This position is subject to the current provisions of the NZEI “Support Staff in Schools Collective Agreement” employment contact. 
2. Hours of work shall be 8.15 am to 3.15 pm – 32.5 hours per week.
3. Salary (from Support Staff Collective Agreement): Administrative Scale – Grade B, Step to be decided.
4. Annual Appraisal.  There will be an annual appraisal and review of the position where performance in the job, the job description and the salary will be reviewed by both parties.

Employee Name: ___________________________
Date: ___/___/___

Signature: _____________________________

For Employer: _____________________________    Date: ___/___/___

Signature: _____________________________
