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Deputy Head of Centre job description
	Employment details

	Job title
	School Office Manager

	Reports to
	£28,000 - £32,000

	Hours of work
	37

	Salary
	Negotiable 




As a thriving and growing school Red Balloon Norwich are searching for a dynamic, proactive and enthusiastic Office Manager. This is a full time position and permanent position available immediately.
This is a nurturing and caring school, which is collaborative and has a clear mission to support vulnerable young people aged 11-17 with severe anxiety and SEMH to re-engage with their learning. The Head of Centre strongly advocates a holistic education and encourages all pupils to enjoy their time at school. Staff work together to deliver engaging and bespoke lessons.
The Head of Centre seeks a dynamic and experienced person to take up a vital role of helping run a busy school office. This role is requires attention to detail. There will be administrative as well as operative requirements including oversight of the school timetable. The successful candidate will be working collaboratively with all school stakeholders and will support the Head of Centre to ensure all 32 Independent School Standards are met. You will also be communicating with parents and liaising with external contractors for the efficient running of the school. This role requires the successful candidate to be proactive, dynamic, organised and hardworking. In return there is an enjoyable, fun, collaborative environment and you will be an important team member.
If you are interested in working in an office at a vibrant and nurturing independent school, please apply now. Or call Mark Anderson Head of Centre for an informal conversation, job description and application form. The school will ensure any successful applicant will undergo a full enhanced with barred criminal record check (DBS).

mark.Anderson@rbnorwich.org.uk
01603 622288


