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Office Manager – Job Description
Closing Date: Miday on Monday 7th September 2026 

About the Grosvenor Park C of E Academy
At the Grosvenor Park C of E Primary Academy, we inspire young people to be ambitious, independent learners, who are passionate about the world around them.  
In a unique location in the City of Chester, we have strong links to the local community – particularly with the local church St John’s, Chester.  As a church school our belief is that education is a partnership between school, home and the community, parents and carers are encouraged in the participation of the learning process and in school life.  Our vision, which is built on Christian values is to be a dynamic community that enables children to flourish.  
About the Role
We are seeking a dedicated and organised School Office Manager to join our dynamic team at The Grosvenor Park C of E Academy. This is an exciting opportunity to play a key role in the day-to-day administration of a busy primary school. The successful candidate will be the backbone of our office, providing essential support to staff, students, and parents, while ensuring the efficient running of all administrative operations.
Key Responsibilities:
· Office Leadership: Oversee the day-to-day running of the school office, ensuring administrative tasks are completed efficiently and effectively.
· Customer Service: Serve as the primary point of contact for parents, students, visitors, and staff, providing a friendly yet professional response to all inquiries.
· Communication: Ensure clear and professional communication across the school community, handling phone calls, emails, and in-person interactions.
· Problem Solving: Think on your feet and manage multiple tasks simultaneously, remaining unphased under pressure and resolving issues quickly and effectively.
· Finance Management: Assist with the school’s financial administration, including budget management, invoicing, and processing payments.
· Administrative Oversight: Manage all aspects of school data management, including admissions, attendance records, and maintaining up-to-date student information.
· Event Coordination: Organise and support the logistics for school events, meetings, and extracurricular activities.
· IT Proficiency: Create and manage spreadsheets, mail merges, letters, and marketing materials as required, using Microsoft Office and other relevant IT systems.
· Policy Adherence: Ensure compliance with school policies, safeguarding procedures, GDPR regulations, and health and safety standards.



Key Attributes:
The role requires a combination of character and skills. The successful Office Manager will need to be:
· Friendly, approachable, and highly professional.
· Strong communication skills and the ability to build positive relationships with staff, students, and parents.
· Sense of humour to maintain perspective in a busy, sometimes high-pressure environment.
· Organised and detail-oriented, with the ability to prioritise tasks and meet deadlines.
· Able to take initiative and work independently when necessary.
· Team player who is committed to supporting colleagues and working collaboratively.
· Willing to listen and consider different viewpoints.
· Aptitude for learning and the flexibility to adapt to new challenges.
· Prepared to go the extra mile to ensure tasks are completed to a high standard.
· Resilient, with the ability to learn from both successes and failures.
Essential Experience:
· Experience working in a busy office environment (school experience desirable).
· Strong proficiency in IT packages including spreadsheets, mail merge, letters, and marketing material.
· Experience of managing staff, with a focus on creating a positive and productive work environment.
· Experience with finance or business management, particularly within an educational setting, is an advantage.
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