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JOB DESCRIPTION – SCHOOL OFFICE MANAGER
	Department:
	School Office 

	Immediate Supervisor:
	Principal 

	Contract Days:
	210 days

	Hayah Mission:
	Hayah is committed to creating and maintaining an environment that fosters and enriches the personal and academic growth of each student. Hayah empowers students to live with purpose, honor their cultural identity, respect diversity, and serve humanity by impacting local and global communities.


	MAIN DUTIES AND RESPONSIBILITES

	· In a spirit of professionalism and cooperation, acts as the primary liaison between parents and the school in day-to-day matters of communication. 

· Serve as a key resource to the teachers and administrators by coordinating and overseeing day-to-day administrative functions to include, scheduling, organizing meetings, events, preparing and editing documents, establishing and maintaining database information, and ensuring the effective and professional handling of incoming and outgoing correspondence and telephone calls. 

· Responsible for maintaining the office and school environment. 

· Perform other projects and duties as assigned. 

Office Manager: 
· Reports daily to the office at 7:30. 

· Communicate across departments and buildings, modeling ethical behavior. 
· Implement school policies within established and procedural guidelines. 
· Organize work load, coordinating projects, setting priorities, meeting deadlines and following up on assignments with minimum of direction. 
· Coordinate logistics for travel, meetings, and communication. 
· Assist with preparation of meeting materials, programs, mailings, etc. 
· Help maintain database for internal and external communications. 
· Maintain an inventory of all school related resources. 
· Maintain the organization and inventory of respective school store rooms. 
· Maintain the office organization, report maintenance requests and ensure building organization and cleanliness. 
· Maintain an accurate attendance for staff and students. 

· Perform general administrative support, including filing, answering the telephone and communicating with parents. 
· Work effectively with multiple supervisors, balance and prioritize multiple requests. 

· Ensure the office assistant can perform all school office related tasks by providing ongoing training. 


	KNOWLEDGE, ABILITIES AND SKILLS

	· Knowledge of standard office administrative practices and procedures. 
· Diplomatic, tactful, creative, discreet, flexible, resourceful, dependable, well-organized, friendly, emotionally mature, professional and a positive attitude. 
· Ability to discreetly handle confidential information. 
· Excellent organizational skills. 
· Excellent oral and written communication skills. 
· Fluent in both spoken and written English & Arabic. 
· Good proofreading skills. 
· Demonstrated interpersonal skills and the ability to represent the school at an exemplary level. 

· Ability to carry-out multiple tasks. 
· Accurate and detail-oriented. 
· Team player. 
· Capable and practiced in handling complex and/or multi-faceted tasks. 
· Self-starter who can work independently. 
· Skill in establishing priorities and managing workload. 
· Computer proficiency in Word, Excel, PowerPoint & Email system. Access database skills would be a plus. 
· Experienced administrative professional who is dependable and highly organized with business. 
· Ability to follow directions. 


	QUALIFICATIONS AND EXPERIENCE

	· University degree from a reputable institution. 

· Licensure or certification in office skills or equivalent work experience to successfully perform the essential duties of an office manager. 

· Attendance at work-related seminars, conferences and workshops 

· 5+ years of relevant admin experience. 




* This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  

( I have read and understand the job requirements, responsibilities and expectations set forth in the job description provided for my position. I attest that I am able to perform the essential job functions as outlined. 
Employee Name:

_________________________

Employee Signature:

_________________________

Date:



_________________________  
Human Resources Department – Updated September 2024
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