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JOB DESCRIPTION

Post:	Business Support Officer
Scale:	Scale 6
Contract:	36 hrs per week – 45.6 weeks + 2 weeks
Range:	
Responsible to:	Business Manager
Responsible for:	Supervision of Admin staff

Purpose of the Post

Under the guidance of the Business Manager, undertake administrative/financial/ organisational processes as required. 
To be responsible for managing and leading all aspects of admissions across the federation. She/he will possess excellent interpersonal skills and be responsible for ensuring the quality, efficiency and warmth of the prospective applicants’ and their families journey from first approach to entry. 
To assist with the personnel provision guaranteeing accurate and up to date records and ensuring that all internal and external deadlines are met. 
To assist in the day to day finance and extended services provision of the school.
To lead and manage projects required by the service. 
To operate the computer based and manual systems within the school, following regulations and agreed procedures.
To assist with the development of an effective business support service, with best value at the core of processes.


Main Duties

Finance

· To process internal requisition forms using the computerised accounting system to produce official purchase orders, ensuring that orders have been appropriately authorised and are within budgetary limits.	Comment by Hasina Rashid: Will be required to do this during holiday periods or when urgent payments become due
· To process supplier invoices and credit notes using the computerised accounting system. 
· To internally distribute invoices to budget holders for certification prior to payment, ensuring that all invoices are paid within credit terms.
· To reconcile supplier statements against the computerised accounting system, following up missing invoices, credit notes or queries with budget holders and suppliers.	Comment by Hasina Rashid: Bank rec
· To liaise with suppliers regarding queries.
· To collate invoices due for payment for the Business Manager to authorise, checking delivery of goods and challenging anomalies.
· To assist as required with the payment process for suppliers via cheque and Bacs.	Comment by Hasina Rashid: Upload Bacs file
· To operate the petty cash imprest system and reimburse staff in accordance with financial regulations.
· To process staff expense claims for reimbursement via payroll computerised system.
· To calculate, collect and reconcile daycare fees, following up debtors for outstanding payments. 
· To oversee and operate SchoolMoney cashless systems, ensuring that they are administered appropriately and monthly finance reports are produced timely.
· To prepare cash and cheques for banking on a regular basis as required.
· To carry out annual inventory audits across the federation.
· To work with and support the Business Manager in all aspects of financial management and reporting.
· Book training courses for staff as directed by the Head Teacher or Business Manager.
· To be able to liaise with suppliers on telephone, deal with queries.
Human Resources
· To lead on the recording and input of personnel recording via the SIMS database ensuring all information is up-to-date and complies with the required reporting.
· Lead on the annual data cleanse via SIMS. 
· Assist with staff census and absence reports, including aby other statistical reports
· Assist the Business Manager in the administration of recruiting new staff to include medical clearance and criminal record checks as required; including all new starter paperwork
· Collating information for DBS checks
· Manage the completion of statutory documentation, e.g. for payroll, next of kin details, pecuniary interest, etc.
· Assisting in maintaining the ‘Single Central Record’ identity checks and other required information with due regard to Ofsted requirements for safeguarding children in education.
· Updating SIMS database, as required
· Carrying out any other duties, as directed by Business Manager.
Admissions
· Oversee the organisation and management of procedures relating to admissions ensuring both the School’s and the Council’s criteria are adhered to correctly;
· Work collaboratively with teams across the school to ensure outstanding customer care
· Manage induction procedures for new children e.g. tours of the school as required, meetings for new parents; 
· Assure the quality of correspondence, events, tours and visits, interviews, assessments, offers and induction
· Develop strong relationships with prospective parents and pupils throughout the admissions cycle, delivering the best possible experience for parents through every interaction
· Be responsible for submitting pupil data on the Early Years Hub and uploading on SIMS. 

Data & Administration
· Manage manual and computerised record/information systems.
· Analyse and evaluate data/information and produce reports/information/data as required.
· Provide personal, administrative and organisational support to other staff.
· Provide administrative support to the Governing Body.
· Undertake administration of complex procedures.
· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfES.
· Contribute to the planning and organisation of support service systems/procedures/policies.
· Provide personal, administrative and organisational support to the school leadership team as required. 
· To cover any other tasks commensurate with the grade and role.

General
· To undertake any other reasonable duties as may be required from time to time that are within the level of the post on the direction of the Head teacher or Business Manager.
· To lead and manage projects relevant to the role. 
· To participate in the annual performance management process and training opportunities offered.
· Cover for Office Assistant when absent, undertaking required duties in line with the school ethos, during long time absence conduct line and performance management responsibilities. 
· To assist with carrying out the annual ‘stocktake’.
· Undertake typing, word-processing and complex IT based tasks.
· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required, reporting to the Business Manger termly.
· Ensure school equipment is in working order calling the required suppliers as directed.
· Maintain registers as required eg, pecuniary interests, hospitality register etc
· Support with the school lettings, preparing training packs, attendance info as required
· To understand and comply with the Local Authority’s Equal Opportunities Policy.
· To uphold and comply with the statutory provision of the health & Safety at Work Act 1974 and any other relevant legislation or council Policies and Procedures relating to health and safety at work.





PERSON SPECIFICATION & ASSESSMENT

Business Support Officer

	JOB REQUIREMENTS
	Essential
	Desirable
	Method of Assessment I/T/A*

	Qualifications
	
	
	

	Educated to: A level, Btec or Level 3 or equivalent experience. 
	
	
	A

	Minimum A-C English and Maths
	
	
	A

	Proven continued professional development.
	
	
	A

	A recognised financial qualification or equivalent experience.
	
	
	A/I

	Good written and verbal communication skills.
	
	
	A/I/T

	Good IT competency in Microsoft office packages.
	
	
	A/T

	A commitment to work towards a school business qualification.
	
	
	A/I

	Experience
	
	
	

	Experience of using computerised information system in an administrative environment.
	
	
	A/I

	Experience of using Microsoft Office packages, especially excel. 
	
	
	A/I/T

	Experience of using SIMS/FMS or comparable database.
	
	
	A/I

	Experience of Financial packages and budget management
	
	
	A/T

	Experience of Project Management
	
	
	A/I

	Experience of Personnel and HR support 
	
	
	

	Understanding of data using a variety of packages to present information
	
	
	A/I/T

	Office experience preferably in a school environment.
	
	
	A/I

	Experience of working effectively on own initiative without close supervision and organising own workload to meet deadlines.
	
	
	A/I/T

	Line management experience
	
	
	A/I

	Skills, knowledge and Understanding
	
	
	

	Good interpersonal skills.
	
	
	I

	Ability to communicate politely and efficiently with a range of service users.
	
	
	A/I

	Ability to act with discretion and maintaining confidentiality
	
	
	A/I

	Ability to work successfully as a team member establishing effective working relationships and flexible working practices within the school.
	
	
	A/I

	Ability to work under pressure in a constantly changing and demanding environment.
	
	
	A/I/T

	Ability to maintain accurate records and filing systems.
	
	
	A/I

	Proven literacy, numeracy and communication skills including being able to respond to staff, parents/carers, governors, pupils outside agencies and the local authority.
	
	
	A/I/T

	Accurate keyboard skills – word processing and typing, Excel and number skills.
	
	
	A/I/T

	Accurate and attends to detail
	
	
	A/T

	Negotiation skills for external contractors 
	
	
	

	Innovative and creative, to have the ability to make suggestions for improvement. 
	
	
	A/I/T

	Good organisational and time management skills to meet demands and deadlines of the role.
	
	
	A/I/T

	Ability to work flexibly.
	
	
	A/I

	Ability to relate to adults and children of all ethnic and cultural groups.
	
	
	A/I

	Commitment to educational inclusion, equal opportunities and to safeguarding.
	
	
	A/I

	Other Requirements
	
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training
	
	
	A/I

	Appointment to the post is subject to a satisfactory enhanced DBS check
	
	
	A/I

	Evidence of commitment to safeguarding and protecting the welfare of children
	
	
	A/I

	Disqualifying factor: Indication of sexist, racist or anti-disability attitudes or any other attitudes inconsistent with the school’s Equal Opportunity Policy.
	
	
	A/I

	This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes.
	
	
	A/I



*I - Interview 
T – Test/Presentation 
A – Application Form
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