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Business Support Officer Job Description
	Post:

	Business Support Officer

	Responsible to:

	School Business Manager

	Grade & Range:

	NJC Pay Scale Grade 4 (Points 4-6)

	Weekly Hours:

	25

	Days and Hours of Work:
	Monday to Friday
8:15am – 3:45pm

	Working Weeks:

	38 (Term-time only)

	Pro Rata annual leave, including public holidays and statutory days:
	6.09

	Paid weeks:

	44.09

	FTE Salary Range:

	£25,185 - £25, 989

	Actual Annual Salary Range:

	£14,389 - £14,849

	Hourly Rate:
	£13.05 - £13.47


	This is a permanent role subject to successful completion of a six-month probationary period.




Job Purpose
Under supervision maintain, update and extract information from systems and databases and provide general administrative/ clerical/ financial support for school. Tasks may include producing financial and management information and/or the provision of general advice and guidance to pupils, parents and staff or call for the use of higher-level text processing/ spreadsheet/ IT skills or audio typing that involves the use of a range of software packages.
Main Responsibilities
· Provide general clerical and administrative support, including word processing, minute taking, filing routine correspondence, distributing mail etc.
· Routine financial administration, including petty cash, postage, banking etc.
· Maintaining and updating manual and computerised records, including, for example, records of free school meals, school trips, registers, examinations etc.
· Administering work experience arrangements.
· Production of regular management information, including financial data and assist in the production of reports for the senior leadership team.
· Monitoring of monthly budgets and advising senior staff on vacancies.
· Undertake reconciliations, for example of bank accounts and petty cash and of the purchase ledger control account.
· Undertake reception duties, including answering telephone and responding to routine queries and, where appropriate, dealing with visitors on behalf of the Headteacher.
· First point of contact regarding teacher absences or contact with supply agency.
· Maintaining stock and ordering supplies, including the processing of orders, check of incoming deliveries, obtaining prices from occasional suppliers, arranging for payment of invoices and the distribution and storage of stock.
· General welfare and support, where required, including the responsibility for purchasing pupil absence with parents, including recording and monitoring of absence and production of reports.
General Responsibilities
· Allocation of work and demonstration of duties to lower graded administrative/ clerical support as necessary.
· To work within school policies and procedures.
· To contribute to the provision of an effective environment for learning.
· To support the promotion of positive relationships with parents and outside agencies.
· To attend skill training and participate in personal/ performance development as required.
· To take care for their own and other people’s health and safety.
· To be aware of the confidential nature of issues.
· To contribute to the school’s culture of safeguarding, including completing regular safeguarding training.
Other Information
· Your duties should be discharged in such a manner as to maintain and develop the vision, principles and values of the Trust.
· This job description may be altered by consultation and discussion. It will periodically be reviewed as part of on-going continuing professional and Trust development. In addition, it may be amended at any time after consultation with you.
· The Bay Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects its entire staff to share this commitment. All post-holders will be required to have an Enhanced Disclosure from the Disclosure & Barring Service (DBS).
· We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.
· All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our Health and Safety Policy.











Person Specification
Personal attributes required (based on job description)

	
	Essential
	Desirable

	Qualifications
	· GCSE Grade A-C (Maths and English)
	· Experience of school systems

	Relevant Experience
	· Experience with data and record management systems
	· Experience of successful team working 
· Administration in an education setting

	Knowledge
	· Excellent working knowledge including MS Office (Word, Excel, Outlook)
· Good organisational skills, ability to multi-task, prioritise effectively and work to tight deadlines

	· Knowledge of education, schools, academies
· Knowledge of school-based software
· Knowledge of safer recruitment in education and working together to safeguard children

	Skills
	· Excellent interpersonal, oral and written communication skills
· Ability to work independently and as part of a small office team

	· Advanced Excel and Word processing skills

	Personal Qualities
	· Able to work on own initiative and take responsibility for individual pieces of work
· Able to work effectively and sensitively with a wide range of people
· Keen attention to detail and accuracy 
· Highly confidential
· Committed and hard working
· Flexible and responsive to change
· Commitment to Equality and Diversity
· Highly self-motivated and proactive
· Ability to work well within a team and follow instructions
· Highly organised with an energy drive and flexibility to ensure a job is done well
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