
 

 

 

  

  

 

 

 

 

 

OFFICE MANAGER 
Lewisham grade S01 (£32,868 to £34,062) 

Start Date Autumn Term 2022 

  

 
  

   

  

Tidemill Academy, 11 Giffin Street, Deptford, SE8 4RJ 

Tel: 0208 692 3470   Website: www.tidemillacademy.org            Twitter: @TidemillAcademy  

 

 



Office Manager 

35 hours per week, 41 weeks per year 

Grade: S01 (£32,868 to £34,062) 

Required for a start date of Autumn Term 2022 

 

Tidemill Academy is an outstanding two-form entry primary school with a reputation for being creative, innovative and 
at the leading edge of educational reform. The lead school for Initial Teacher Training within REAch2, we are situated 
next to the busy and diverse Deptford High Street, only 6 minutes from London Bridge by train, 11 minutes from Cannon 
Street and accessible by DLR. Our school has excellent facilities and resources and is co-located with the golden Deptford 
Lounge building.    
 

Tidemill is a haven where children from all backgrounds flourish. Our children not only achieve excellent results – they 
exhibit in art galleries, surf in Devon, compete at the London Youth Games, are djembe drummers, make their own 
branded chocolate, set up blogs and perform Shakespeare at the theatre! 
 

We have an exciting opportunity for an experienced Office Manager to join Tidemill.  This role would be suited to 
someone who is proactive and an excellent team player.  Experience in an academy is an advantage but not essential. 
 
You will need to be an experienced Office Manager who: 

• has a professional demeanour and highly developed interpersonal skills 

• keeps pupils’ well-being and achievement and as their core priority 

• has a positive outlook and solution-based thinking 

• has high levels of motivation, commitment and energy 

• Is committed, astute and flexible 
 
We offer: 

• Inspirational, talented, committed staff, including a strong administration and premises team 

• An award-winning building with great facilities including sports facilities, professional stage lighting and state 
of the art technology, classrooms & learning environments 

• A vibrant, richly diverse school community 

• The chance to work with a supportive family of schools, including a business manager network and professional 
development opportunities 

 
Do you think you have the talent and dedication to make the difference?  
 
If you would like to visit the school, please email businessmanager@tidemillacademy.org . The application pack is 
available for download from our school website (www.tidemillacademy.org) or by email from the School Business 
Manager businessmanager@tidemillacademy.org . 
 
Key Dates 

Closing Date: Friday 16th September, 12 noon 
Interviews: Tuesday 20th September 2022 
 
 

Applications should be returned to: Marion Drake, Headteacher, Tidemill Academy, 11 Giffin Street, London, SE8 4RJ 

Email applications to admin@tidemillacademy.org  will be accepted as long as you follow this up with a signed copy in 
the post.  
 
We welcome applications regardless of age, gender, ethnicity or religion. The successful candidate will have to meet 
the requirements of the person specification and will be subject to an enhanced DBS check and barred list check. 
 
Only applications submitted on the school’s application form will be considered.  
 

Tidemill Academy is committed to safeguarding and protecting the welfare of children and staff. 

The successful candidate will be subject to an enhanced DBS disclosure and Barred List Check. 
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Letter from Marion Drake, Headteacher of Tidemill Academy 
 

Dear Candidate, 

I am delighted that you have expressed an interest in the Office Manager role at Tidemill Academy.  

I was privileged enough to be recruited as the new Headteacher in January 2022, having previously been a Headteacher 

and Executive Headteacher. The welcome I received from Tidemill staff, children and parents, as well as from the REAch2 

Trust was like no other. Joining Tidemill Academy is truly like joining a family where everyone puts the children first and 

has their very best interests at heart. 

All staff go over and above to ensure the children have THE very best learning experiences, not just academic but 

genuinely whole child learning experiences. We all share the highest expectations of our children in terms of learning 

and behaviour; we expect ALL children to succeed. Staff are innovative and enthusiastic. We provide excellent CPD 

opportunities and are the Lead Initial Teacher Training School in the REAch2 Trust. 

We have a highly skilled and effective Senior Leadership Team consisting of two Deputy Headteachers, one Assistant 

Headteacher, one SENCo and a School Business Manager.  

This is a fantastic opportunity for a highly motivated and experienced individual to join a creative and hard-working 

team and make a real difference to the lives of children. Please read this recruitment pack for further information about 

the school and the role. 

If you would like to visit the school, please email admin@tidemillacademy.org. If you would like a conversation with me 

before applying, please email admin@tidemillacademy.org or phone the school directly on 0208 692 3470. 

I very much look forward to receiving your application. 

Kind Regards,  

Marion Drake 

Headteacher, Tidemill Academy 
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JOB DESCRIPTION – OFFICE MANAGER 
Work Location:   Tidemill Academy 
Reports To:   School Business Manager  
Hours:  35 hours per week  
Contract Type:  Full-time, permanent, 41 weeks per year 
Salary Range:  S01 (£32,868 to £34,062) 
 

MAIN PURPOSE OF THE JOB 

• Provide a highly professional, efficient and effective administration service, ensuring the office supports the 
delivery of outstanding education and provides a first-class service to the entire school community, including 
pupils, parents, staff and governors. 

• Support the School Business Manager in promoting the highest business standards and take a lead role in the 
planning, development, design and organisation of the administration service as well as the development and 
implementation of school policies and procedures. 

• Ensure the school administration staff are professional, organised, efficient, directed, trained, developed and 
appraised so they are able to effectively build and maintain effective relationships with families. 

• Ensure the effective promotion of the school values through all communication with stakeholders and support the 
delivery of the curriculum. 

• Have oversight of the Administrative Assistants’ work to manage school attendance and admissions, working 
alongside the Senior Leadership Team, Family Liaison Officer and Education Welfare Officer to ensure children are 
in school on time and ready to learn.  

• Have oversight of the Administrative Assistants’ work to manage school admissions and pupil transfers, including 
Nursey, Reception admissions and Secondary transfers, working alongside the SLT and Family Liaison Officer to 
ensure families are supported through the process. 

 

MAIN TASKS 

ADMINISTRATION 

• Take a lead role in the planning, development, design, organisation and monitoring of a professional, effective and 
supportive administration service which delivers outcomes based on the school’s aims and goals. 

• Take a lead role in the development and maintenance of record/information systems, ensuring the MIS system is 
up to date and accurate and data is being managed effectively and pro-actively in order to support the needs of 
the school. 

• Manage systems and link processes that interact across the school to form complete systems, using data analysis 
and reporting systems to maximum effect to increase efficiency and avoid duplication. 

• Organise, train and develop the office team so they are able to build effective and professional relationships with 
all stakeholders and have the knowledge and skills to answer all enquiries and deal with any complex visitor 
matters promptly and professionally. 

• Management of school attendance, supervising the completion of the daily registers, reviewing weekly returns 
and following up on specific concerns with parents and the SLT, Family Liaison Officer, Class Teachers and 
Education Welfare Officer as necessary. 

• Management of Nursery, Reception and in-year admissions, maintaining and ranking the waiting list in accordance 
with the school admissions policy, liaising with the Local Authority regarding offer letters and supervising school 
processes, liaising as necessary with the SLT, Family Liaison Officer and class teachers. 

• Management of the consultation regarding any proposed changes to the attendance and admissions policies and 
ensuring the approved policies are available on the school website and all appeal dates and processes have been 
detailed. 

• Analyse and evaluate data/information and be responsible for completion and submission of complex forms, 
returns etc., including those to outside agencies e.g. DfE, to be approved by the Headteacher. 

• Support for the SLT and handling of confidential correspondence with discretion and efficient action/ response to 
all emails and letters received. 

• Ensuring accurate records are kept of school meal entitlement and parents are encouraged and supported to claim 
their entitlements.  



 
FINANCIAL & RESOURCES 

• Support the SBM with budget planning and monitoring and the provision of on-going budgetary information to 
relevant people. 

• Provide local income forecasts and reports for the SLT and Governing Body. 

• Ensure that all agreed cash management systems and procedures are in place and implemented for all local 
income, checking and agreeing reconciliations of for example, dinner money, trip contributions, uniform sales, 
music tuition charges and school journey payments. 

• Supervision and management of the school online payment systems. 

• Oversee the ordering and management of resources, ensuring the correct financial procedures are being followed 
and all supporting documentation is provided for timely payment of invoices. 

• Support the SBM with invoicing and payments where required and preparation of the monthly accounts. 

• Researching new suppliers, carrying out best value exercises, managing supplier service contracts and assisting 
with the preparation of tenders and securing of competitive quotes. 

 

PERSONNEL 

• Support the SLT with the recruitment and induction of new staff, ensuring payroll, pensions & medical information 
has been set up, references received and all HR files are audit compliant. 

• Supporting the SBM with the management of the single central record and checking of DBS information. 

• Checking and coding monthly pay claim forms and supporting the SBM with the checking of monthly payroll 
reports. 

• Supervision and management of staff attendance, ensuring all absences and courses are recorded and producing 
reports and statistics. 

• Ensure staff have a clear understanding of school policies and procedures and the importance of putting them into 
practice. 

• Providing advice to staff on personnel issues as appropriate. 

• Support the SBM with the School Workforce return. 
 

PREMISES & HEALTH & SAFETY 

• Liaison with the buildings team regarding building, security and health & safety issues 

• Ensure the school’s written health & safety policy is clearly communicated and available to all people and that it is 
implemented at all times, checking and reviewing systems where necessary to enable the identification of hazards 
and risk assessments. 

• Plan, instigate and maintain records of fire alarm practices and tests and act as the senior fire marshall. 

• Ensure systems are in place for effective monitoring, measuring and reporting of health & safety issues to the SLT, 
Governors, REAch2 and the Health & Safety Executive. 

 

COMMUNICATION 

• Work with the SBM, SLT, Family Liaison Officer and Education Welfare Officer to ensure effective internal and 
external communication. 
 

OTHER RESPONSIBILITIES 

• Contribute to the overall ethos/work/aims of the school. 

• Comply with and assist with the development of policies and procedures relating to child protection, safeguarding, 
confidentiality, health, safety, security and data protection, reporting all concerns to an appropriate person. 

• Be aware of confidential issues linked to home/pupil/teacher/school/work and to keep confidences, as 
appropriate 

• Be aware of and support diversity and ensure all pupils have equal access to opportunities to learn and develop 

• Develop constructive relationships and communicate with other agencies/professionals. 



• Share expertise and skills with others. 

• Participate in training, meetings and other learning activities and performance development as required, positively 
taking on constructive feedback and actioning. 

• Recognise own strengths and areas of expertise and use these to advise and support others. 

• Undertake first aid training and administration of first aid, as required 

• Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and 
effective running of the department. 

 
The duties above are neither exclusive or exhaustive and the post holder may be required by the Headteacher to carry 
out appropriate duties appropriate to the job, skills and grade.  
 
This job description will be reviewed at regular intervals and is subject to change as the needs of the school evolve. 
 
EQUAL OPPORTUNITY 
The post holder will be expected to carry out all duties in the context of and in compliance with the Trust’s Equal 
Opportunities Policies. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



PERSON SPECIFICATION – OFFICE MANAGER 
The person specification is a picture of the skills, knowledge and experience needed for the job. It will be used in the 
shortlisting and interview process for the post. If you are a disabled person and are unable to meet some of the job 
requirements specifically because of your disability, please say this in your application. If you meet all the other criteria 
you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable 
you to meet the requirements. Those categories marked ‘Essential’ will be used especially for the purposes of 
shortlisting. 
 

 Essential Desirable 

QUALIFICATIONS/TRAINING 

4 GCSE Grades A-C (or equivalent) including Maths and English   

NVQ Level 3 or equivalent qualification or experience in relevant discipline   

Right to work in the UK   

EXPERIENCE  

Several years’ experience working in a busy school office environment dealing with 
complex administrative matters  

  

Experience of development, management and operation of administrative systems   

Experience of working with school management systems eg Arbor, SIMS   

Experience of managing staff effectively    

Experience of dealing with school admissions and attendance    

Ability to interpret and implement legislation and regulations   

KNOWLEDGE 

Knowledge of data protection legislation   

Knowledge of financial and HR processes relating to a school environment   

Knowledge of health & safety regulations   

SKILLS AND QUALITIES 

Professional demeanour, highly developed interpersonal skills and ability to deal with 
a wide range of different groups of people, including members of the general public, 
support staff, teachers, senior management, parents, pupils and visitors 

  

Excellent written and verbal communication skills – ability to convey information 
clearly, accurately and succinctly to the whole school community   

  

Commitment to safeguarding and equality   

Honesty & integrity   

Ability to work under pressure, meet deadlines, manage workload and have excellent 
time management skills 

  

Ability to work to high levels of accuracy   

Ability to plan, set up and run efficient systems   

Ability to organise, lead and motivate other staff   

Willingness to constructively challenge the work of self and others to continually 
improve own and team performance 

  

High levels of motivation, commitment and energy    

Positive outlook and solution-based thinking   

Embraces responsibility for identifying sound and effective solutions to a variety of 
different problems 

  

First aid certificate (or willingness to be trained as soon as possible)  
 

 
 

  



School Context 
 

Tidemill Academy is an outstanding, two-form entry primary school situated next to the busy and diverse Deptford 
High Street. Our school is co-located with the golden Deptford Lounge building. We have great sports facilities, 
professional stage lighting and state of the art technology, classrooms & learning environments. We are now a key 
feature of the Deptford landscape and are symbolic of the wider regeneration sweeping through the area. Deptford is 
well-located, only 6 minutes from London Bridge and 11 minutes from Cannon Street by train, as well as being 
accessible by DLR (walking distance from Deptford, Deptford Bridge and New Cross stations).  Deptford is also served 
by many buses. 
 

 

 

 

      

 

 

 

 

 

Our playground, our football pitch on the roof and our ‘Treehouse’ 
 

Deptford has a rich maritime history, is accessible to Greenwich on foot and is well located to explore the many 
educational attractions of London and beyond.  At the heart of Deptford and almost on our doorstep is the vibrant 
market, the food and fruit and vegetable stalls highlighting the diversity of the local community. Although the school’s 
main catchment area is in a deprived area of Lewisham, it is increasingly becoming a cultural hub with many exciting 
and well-known community projects such as Deptford X.  There is a thriving arts scene with the Laban Dance Centre, a 
number of local galleries, studio spaces and the Albany theatre just a stone’s throw away from the school. 
 

Tidemill has a truly rich and diverse community.  Culturally, our pupils are 89% other than white British. The ethnic 
groups most represented at Tidemill are Other Black African (27%), White British (11%), Black or Black British Caribbean 
(12%), Chinese (7%) and White European (6%). Our pupils speak over 50 different languages.  At Tidemill we have high 
levels of pupils receiving the Pupil Premium (47%).  We have a very successful track record of supporting these pupils, 
often at least doubling the progress percentages of all pupils nationally. Our 2018 results for Reading, Writing and 
Maths placed us in the top 3% of all schools nationally for progress. 

 

Vision 
 

Our vision is to ensure ALL children leave Tidemill Academy as confident, kind, creative and resilient individuals, 

ready and equipped to make a positive difference to society, now and in the future. Through an exceptionally rich 

curriculum that inspires a lifelong love of learning, children will be curious and encouraged to take risks in their 

learning. Tidemill’s ‘skills and attitudes’ will play a fundamental role in school life. Learning in our great school 

will be exciting, inspiring and memorable.  
 

Meaningful leadership and community opportunities will develop responsible citizens, who are articulate, 

respectful and appreciative of differences. The highest expectations and aspirations will be held for everyone in 

our community, with exceptional progress being evident. Everyone will feel a sense of belonging to the school 

community and able to make a valuable contribution; well-being for all will be paramount. All individuals will 

thrive and achieve their very best in a caring, supportive and ambitious learning environment.  

 

This vision is met through our aims which are to: 

• Equip children with the skills and attitudes needed to succeed in the 21st century 

• Have high expectations of every child and value them as individuals 

• Utilise creativity to promote life-long learning 

• Celebrate diversity, challenge prejudice and bullying 

• Provide a safe and supportive environment which empowers children to achieve their best 

• Have strong, meaningful links with parents, carers and the local and global community 



 

To achieve our vision, our focus is on a determined and relentless effort to raise standards within the context of high 
quality educational provision. There is a strong ‘can do’ ethos and the energy and vision to make a genuine difference 
to the lives of those in our whole school community. There is a clear understanding that the highest standards for 
children will only be achieved through the use of a wide range of focused strategies impacting on children as well as 
their families. Education, in the formal sense, is at the heart of this, but the time pupils spend at Tidemill in and beyond 
the core school hours include a wide range of enrichment opportunities targeting both pupils and parents. All of this 
is set in the context of a school where visitors regularly remark on the quality of positive relationships between and 
among staff and pupils.  Achieving this vision, requires strong financial management, a well-cared for premises and 
excellent administrative systems. 
 
 

Staff Benefits 
 

Our staff team are exceptional and we reward them with additional benefits over and above the National Pay and 
Conditions in recognition of their dedication and commitment:- 

• Excellent professional development opportunities and a network of REAch2 professionals 

• Interest free loans for bicycle purchase 

• Staff children listed in the admission criteria  

• Childcare voucher scheme  
 

Staff Team and Structures 
 

Tidemill has a strong, experienced and collaborative administrative and premises team.  We also work closely with the 
Facilities Management Team based in Deptford Lounge, ensuring the co-located space is at its best for the pupils.  We 
have cleaning and catering contracts, with several staff who have been with us for many years.  REAch2 central team 
provide support in their service areas.  
 
Across the school, Tidemill enjoys generous staff/pupil ratios with full-time teaching assistants or Higher Level Teaching 
Assistants in all classes, specialist music, PE and art teachers to cover PPA and additional teaching staff providing 
interventions. KS2 children are taught Spanish by a specialist.  We also have a counsellor within the school to provide 
a valuable therapy service to children experiencing difficulties. We provide our children with an extensive range of  
playground activities at break-times (sports, free play, quiet zone, Rainbow club) and after school clubs.  
 

              
Our fabulous staff team – World Book Day (actually World Book Week at Tidemill)  

 

Team working is a noticeable feature of our school culture. Each phase, EYFS, KS1, Lower KS2, Upper KS2 and our 
Speech & Language Resource Base are led by leaders who organise many aspects of the day-to-day running of the 
classes. They are also well-positioned to be involved in quality assurance of provision, in the implementation of school 
policy and contributing to the school vision.  
  



Speech, Language and Communication Resource Base 
 

Tidemill has a well-established Speech, Language and Communication resource base (S&LRB). Consisting of a 
specialised teaching team including speech and language therapists, this resource has a huge benefit for all of our 
children, as well as to children joining us as part of the base. Pupils who meet the admissions criteria are able to apply 
to be educated in the S&LRB from schools across Lewisham. 
 

 
Summer Production  

Curriculum 
 
Creativity has always been at the heart of Tidemill’s curriculum and our staff know that we get the best from our pupils 
when they have ownership and are totally engaged in their learning. Woven throughout our curriculum and explicitly 
taught are our agreed Tidemill Attitudes: curiosity; enthusiasm, creativity; respect; empathy; resilience; appreciation 
and honesty and our Tidemill Skills: communication, social, investigative, critical thinking and self-management skills.  
Pupils have a thorough understanding of these and they make a strong contribution to the excellent learning 
behaviours seen across the school.  Alongside this, is our clear and effective Positive Behaviour policy which is operated 
consistently across the school. Children enjoy coming to school which is reflected in the high attendance levels which 
have been above national for at least ten years. 
 

 

   
      

Key to strong performance 
 

Parental support and involvement is a top priority and very important to our success. We have high expectations of 
parents and they come into school regularly to support their child.  Parents enjoy the range of activities that we offer 
to enable them to enhance their children’s education. This includes a range of very well-attended workshops such as 
Inspire Workshops, Reading and Phonics sessions, Stay and Play Mornings and specialist SEN Workshops. We also have 
a Family Liaison Officer who works with parents to provide support, as needed, and signposting to other services. To 
get a feel for the strength of parental support, please take a look at ‘Parent View’. 
  



Pupil Voice 
 
 
 
 
 
When we asked our children to tell us what they 
thought about their school, these are the words they 
came up with. Our children are amazing!  
 
 
 
 

 

 

 

 

 

 

 

 

The Future 
 

               
 

Tidemill is a busy, innovative school, always aiming to achieve the very best life chances for our pupils.  Alongside our 
work in school, we support other schools as the Lead School for Initial Teacher Training within REAch2. 
 
We have always worked flexibly with positions and start dates to secure the right staff.  Please feel free to speak with 
the Headteacher if you would like to discuss your career aspirations, start date or just to get a feel for whether the 
school is the right place for you. 
 

Sound like the school for you? Come in to have a chat!  
 


