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Office Manager 
Sacred Heart RC Primary School 
Grade: 6 Point 19-24 
Actual Salary: £26,682.30 - £29,471.03 per annum 
Monday to Friday: 8:15am to 4:15pm (30 minutes lunch break) 
Term Time Only Plus 3 Days  
 
The Governing Board are seeking a dynamic and highly mo vated Office Manager to provide outstanding business support to pupils, staff and the wider community. The successful candidate will be forward thinking, ambi ous and will ensure our children, and their families, are at the heart of business decisions made.   
 
We are seeking someone who will be responsible for -:  
· The efficient management and effective running of the school office, devising new procedures and office systems to improve business efficient and meet the school’s changing needs.  
· Ensuring that a healthy, clean and safe environment is maintained to a high standard.  
· The line management of the office administrator, caretaker and school cleaner.  
· The provision of a high level of customer service to our families, professionals and members of the wider community.  
We are seeking an individual who has:   
· GCSE English and Mathematics at Grade A* to C, or GCSE Level 4-9, or a Level 2 qualification in literacy and numeracy, or a CSE Grade 1 in English and Mathematics or equivalent.  
· Proven experience leading and managing other staff members including performance management, training, mentoring and handling complex issues and situations. 
· Experience of dealing and communicating with the public directly and through written/online channels.  
· Understanding and experience of safeguarding standards and practices.  
· A full working knowledge of school safeguarding policies, codes of practice, GDPR and health and safety.  
· An ability to interact positively and productively with pupils, parents/carers, visitors and staff.  
Visits to the school are warmly encouraged. Please contact the school office to arrange.   
 
Sacred Heart RC Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  
 
Appointment to this post is subject to an enhanced Disclosure and Barring and background check and Childcare Disqualification Check. 
 
The ability to converse at ease with customers and service users and provide advice in accurate spoken English is an essential requirement of this post. 
 
	Closing Date:   
	1st April 2025- 12 noon  

	Shortlisting:     
	2nd April 2025 

	Interview Date:  
	4th April 2025 

	Start Date:  	 
	1st May 2025 or as soon as possible thereafter 


 
 
Please note that the Governing Board are leading a consultation regarding the proposed TUPE transfer to the St Teresa of Calcutta Catholic Academy Trust. Consequently, the successful candidate will be employed by the trust and based at Sacred Heart RC Primary School. 
 
To apply for this position please download the CES application form and supporting documentation form which can be obtained from our school website: https://www.sacred-
heart-school.org.uk/vacancies/ 	and 	send 	completed 	applications 	to 
sclarke@sacredheartrc.rochdale.sch.uk by 12:00 noon 1st April 2025 
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Acting Justly, Loving Kindly and
Walking Humbly with God.




