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Riccarton High School

Te Kura Tuarua o Piitaringamotu

POSITION DESCRIPTION

SUPPORT STAFF

Position:

Tenure:

Office Manager

Part time, permanent position

Term time only — with some work being required during

school holidays (2-3 days per term break when needed)

Responsible to:

Functional relationships with:

Business Manager

Senior Leadership Team; administration staff; teachers; other

staff and students; external suppliers and contractors

Purpose: To ensure the smooth running of the school’s administration, office and support services,

within the wider school framework, considering current and future needs, and the strategic needs of

the school.

Skills Required: Solutions focussed with great analytical skills; strong decision-making abilities and

effective communication; team leadership including delegation; robust administration and computer

skills; flexible and approachable.

Key tasks:

KEY RESULT AREA

SUCCESS MEASURES/OUTCOMES

1. Staffing

Oversees the school’s administrative and
reception services

Effective systems and processes are in place and are
regularly assessed for effectiveness.

Team members work together cohesively.

Relief cover organised when required.

Manage 2 front office staff, and provide support
to these staff during busy times or breaks.

Staff are well-supported to work effectively and
efficiently and all tasks carried out.

Staff receive regular appraisals for professional
development.

Manage the Staffroom Technician and Community
Education Co-ordinator

Staff are well-supported to carry out their tasks and
understand their role requirements.

Staff receive regular appraisals for professional
development.




2. Administration

Oversee the administration of service contracts —
e.g photocopying, all of government, cleaning, etc
—in conjunction with the Business Manager

Up-to-date contracts are in place that are cost effective,
and accurately reflect the scope of work, costs,
responsibilities, etc.

Investigate potential contracts or suppliers —ie
useful for the school, beneficial, cheaper, etc. All
of Government contracts

Schools are effectively supplied with suitable and cost-
effective goods and services.

Contracts are regularly looked at for relevance to school
needs.

Set up accounts with suppliers

The school has the appropriate accounts with relevant
suppliers, old accounts are closed.

Ensures all school operations are compliant with
all legislative requirements

Copyright requirements, relevant Acts (Crown Entities,
State Sector, Education and Training, Health and Safety at
Work, etc) are adhered to.

Manage the school insurance policies, undertake
any insurance claims

Insurance coverage is reflective of the school’s needs and
regularly assessed.

Claims are progressed thoroughly and in a timely
manner.

Manages general administrative functions —
stationery packs, open nights, staff and honours
boards, signage, etc

All information is up to date, staff have relevant
information when they need it.

Keep the intranet (Sharepoint) up to date,
including relevant information — forms,
documents, etc

All staff have access to the most relevant administration
information

Manage the 3CX phone system (in conjunction
with the IT Manager), and school cell phones

The phone system is updated for any changes, cell
phones are updated regularly and on appropriate plans

Minute taking — attend Finance and Works
Committees

Accurate records of meetings for the Board are taken and
filed correctly

Support Business Manager and Finance and
Payroll Assistant with EdPay

Staff have additional support when busy.
Payroll tasks are completed in a timely manner.

Assist Finance and Payroll Assistant with Xero
accounts or extra support when busy (e.g end of
month)

During busy times, the Finance and Payroll Assistant is
supported in completing financial tasks.

Business Manager has support with other financial
requirements — such as the fixed asset register, reports,
GST, etc.

Be back up support to Business Manager when
busy or away — eg Monty faculty budgets —
administration of the system & sending out
reports; ApprovalMax administration;
communications with support staff

Tasks are completed and continued in the absence of the
Business Manager.

Other administrative projects/tasks as required

3. Furniture

In conjunction with the Business Manager, order
and arrange delivery of school furniture -

plan replacement of existing as well as disposal of
replaced furniture.

All school and classroom furniture is up to date, in good
condition and appropriate for classroom/office use.
Old equipment and furniture are disposed of,
repurposed, donated or sold.

Ensure all furniture is clearly labelled with its
location etc

Any furniture has a clear identifier of where it belongs.

Ensure all furniture is in its correct location

All areas/classrooms/offices are resourced with the
correct furniture.
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4. Property

Assist the Property Manager/Caretaker with
administrative support for some property
functions — signs, fuel cards, etc

Property administration tasks are completed in a timely
and thorough manner. Property Manager/Caretaker is
supported to get tasks completed

Oversee hire of school facilities in conjunction
with the Administrative Assistant — set costings,
suitability of hires, etc.

Administration Assistant is supported with decision-
making in regards to appropriate hirees, rates, etc.

Be back up for alarms and security for Property
Manager/Caretaker — eg late night adjustments
for performances, alarm code for staff/guests.

Staff have an alternative contact for help with alarms,
after hours access, etc.

Oversee the day-to-day requirements of the
cleaning staff/contracted cleaning staff

Issues are resolved swiftly, and solutions found.
Staff/Contractors have effective communication on
issues, events, etc.

Organise and co-ordinate parent/staff work days

Volunteer work days run smoothly, work is completed
and appreciation shown to parents/staff/students

5. Orohaki (the Riccarton High School camp)

Provide support and guidance to camp staff for
the operation of the facilities

All compliance requirements are met and annual BWOF is
received.

Camps run efficiently and staff are supported with any
requirements.

Knowledge of camp changes/requirements are
communicated with camp staff.

Staff are aware of requirements for setting up and
packing down during camp season, and these are carried
out.

Manage camp insurance policy, and undertake any
claims

Coverage is appropriate and regularly assessed.

Major changes to the property are added to the policy.
Insurance claims are progressed thoroughly, and in a
timely manner.

Oversee the hiring of the facilities

Administration Assistant is supported in managing
hireage — setting rates, answering customer questions,
suitable hirees, etc.

Assists in the appointment of Orohaki camp staff

Suitable staff are recruited.
Assist Camp Leader with questions/queries re HR,
facilities, dates for starting, etc.

Work alongside the camp staff to resource the
facilities — equipment, furnishings, furniture,
supplies, etc

Outdoor education programme, and the facilities, have
appropriate equipment/activities.

6. Canteen

Oversee and manage the canteen —including
relationship management, contracts, repairs,
equipment, vouchers, etc with the contractor

The school has a successful canteen, that provides
suitable, nutritious food to students, and provides good
income for the contractor.

The canteen contractor is supported with marketing help,
guestions, appropriate food, etc.
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SUPPORT STAFF PERSON SPECIFICATION

Any person employed by Riccarton High School is expected to display the following personal qualities:

= Highly motivated, energetic and organised with the ability to work under pressure to meet
specified deadlines.

= Has the ability to maintain a professional and personable attitude at all times and can work co-
operatively as a member of a team.

= Can respond to difficult situations in a proactive manner and complete tasks accordingly.
= Demonstrates a high level of personal presentation, integrity and loyalty.

= Has the ability to maintain confidentiality.

=  Willing to consider extra hours of work when necessary.

= Shows a willingness to pursue opportunities for professional development attending suitable
training courses, as appropriate.

= Has initiative, is innovative and can anticipate when appropriate action may be necessary.

=  Supportive of the Riccarton Way ethos of commitment, honesty, respect and excellence:
- presenting a good image and treating students, staff and visitors with courtesy
- an awareness of the intent and spirit of the Treaty of Waitangi

- cultural sensitivity to students and community members from all cultural
backgrounds

- demonstrating an awareness of the needs of students and visitors with physical
and intellectual disabilities.

Declaration:

| have read the content of this job description and understand and accept its parameters.

Signature: Date:
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