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	Job Description and Person Specification







	Job Title
	Business Support Officer
	Base
	Diamond Wood Community Academy



	Grade and Salary
	Grade 5
Scale Point 7-11
	Contract Type
	Permanent 
32 hours per week (term time)



	Reporting to: 
	Business Services Officer/ Headteacher 



	Overall Purpose of the Post

	
To provide a range of administrative, financial, business and reception support duties to support Diamond Wood Community Academy, their pupils and families. The successful candidate will be flexible in their approach, provide high-quality customer service to all stakeholders and work collaboratively with colleagues to ensure the effective delivery of the school administrative service, working closely with the wider Business Support team.


	Key Outcomes/Activities

	Key Areas

· To provide an effective, flexible and responsive administrative and business support service to the Trust Business Manager, Headteacher and wider school team.
· To ensure telephone and visitor enquiries are responded to sensitively and resolved appropriately; dealing with customers, visitors and queries in a professional, calm and timely manner. The role will involve making phone calls to parents and carers.
· To provide a friendly, professional and customer focused reception service, including providing advice and acting where appropriate.
· To ensure meetings and events are arranged and prepared for in a timely manner and are serviced and recorded appropriately and accurately.
· To ensure documents are produced and formatted to school standards and within deadlines.
· To be proficient in Microsoft packages, including Word, Excel and PowerPoint.
· To ensure documents are produced and formatted to school standards and within deadlines.
· To aid other staff within the Business Support Team.
· To support with petty cash distribution, recording and monitoring.
· Deal with confidential and sensitive information appropriately.

Systems Management

· To ensure office equipment is used proficiently, considering health and safety requirements and copyright legislation.
· To ensure that effective and appropriate systems are developed, implemented, maintained and monitored when supporting the Trust’s practices and procedures.
· To support effective stock management including assisting other employees in the use of these systems.
· To effectively navigate and use a wide variety of systems independently with little supervision.
· To use IT appropriately and proactively to improve efficiencies and ensure information management is secure and fit for purpose.
· Use manual and computerised systems to carry out calculations and input/ extract information accurately and within deadlines, including the provision of accurate and statistical management information.

Management of Information

· To support the Trust Business Manager, Business Services Officer, and Headteacher in providing accurate statistical and management information and reports in an appropriate and accessible format.
· To support with the production of data returns, including pupil census 
· Deal with the financial information accurately and effectively in accordance with Trust procedures, dealing with discrepancies. 

General
· Act with integrity, honesty and professional competence and understand the importance of confidentiality.
· Have a positive attitude towards working with vulnerable young people including ability to be understanding, responsive, calm and supportive.
· Carry out your duties with due regard to current and future Trust and academy policies, procedures and relevant legislation. These will be drawn to your attention in your appointment letter, induction and on-going performance development and through Trust communications.
· Take reasonable care of the health and safety of self, other persons and resources whilst at work. This entails supporting the Trust’s responsibilities under the Health and Safety at Work Act.
· Demonstrate day to day commitment to the Trust’s vision, mission and core values.
· Carry out such reasonable additional duties as may from time to time as determined by or on behalf of Trust Senior Leaders or the Trust Board. 




The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis

	RESPONSIBILITY OF RESOURCES

	Employees (Supervision):  No staff responsibility


	Financial: None 


	Physical: Effective use of resources as determined by the Headteacher or nominated Manager.


	Customers and Clients: Providing general information, advice and guidance on established internal school procedures.
Deal with more complex reception/visitor matters which may involve some exposure to casual verbal abuse.



	WORKING CONDITIONS

	
Enhance Academy Trust based, some travel may be required across the Trust.




	CHARACTERISTICS OF THE POST

	Employees are encouraged to participate in training activities in order to enhance their own personal development.

All employees of Enhance Academy Trust have a responsibility for promoting and safeguarding the welfare of all our pupils.  

The employment checks are required:
· Evidence of entitlement to work in the U.K.
· Evidence of essential qualifications – see page 1 of this job specification
· Two satisfactory references
· Confirmation of medical fitness for employment
· Registration with appropriate bodies (where applicable)
· Evidence of safeguarding check e.g. DBS Disclosure


The following employment checks are required for those positions which are based in a school and or working in regulated activity:

Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS Disclosure with Barred list





	PERSONAL SPECIFICATION



Candidates’ suitability for the post will be assessed against requirements and expectations as set out in the National Standards for Headteachers. Before making an application, candidates are asked to match their qualifications, skills, abilities and experience against the criteria listed below.

	PERSONAL QUALITIES, QUALIFICATIONS AND EXPERIENCE

	
	Essential
	Desirable

	Qualifications and Training

	GCSE Grade 4 or above (Grade C or above) in English and Maths, or the ability to demonstrate equivalent knowledge.
	E
	

	Qualifications applicable to the role (e.g. NVQ Business Administrative, NVQ Customer service, RSA).
	
	D

	Literacy skills to be able to produce complex and specialist documentation.
	E
	

	Numeracy skills to be able to produce statistical information and deal with financial information.

	E
	

	Knowledge and Relevant Experience 

	Advanced knowledge of applications and systems such as a Microsoft Office or bespoke service systems to enable an effective support to be provided and advice given to colleagues as appropriate.
	E
	

	Experience of working as part of a team with a wide range of duties and responsibilities.
	E
	

	Experience of working with computer packages, e.g. Microsoft Word, Excel, PowerPoint, Publisher. 
	E
	

	Proven experience of administrative, and business support duties.
	E
	

	Experience of reception duties or other customer focused role.
	
	D

	Experience of working in a school environment or with young people with Social, Emotional and Mental Health needs.
	
	D

	Aptitudes, Skills and Competencies 

	Knowledge of, and the ability to use, various systems and computer packages in a business environment.
	E
	

	Understanding of the basic principles of customer care and how to provide an effective and high-quality service.
	E
	

	Appreciation of the need to maintain the strictest confidentiality about matters concerning the school.
	E
	

	Excellent literacy skills to produce accurate and high-quality word processing, including reports and taking notes at meetings.
	E
	

	Excellent numeracy skills to produce accurate statistical information, including data, maintenance of stationery and stock items.
	E
	

	Ability to appropriately deal with sensitive and confidential information and respond positively to the demands of a varied and demanding workload.
	E
	

	Ability to prioritise own workload and meet agreed targets, strict deadlines and to the required standards.
	E
	

	Ability to coordinate meetings and events, including preparing the agenda and minutes. 
	E
	

	Ability to communicate effectively with a range of people, both verbally and in writing to gather, receive and exchange information.
	E
	

	Ability to accurately input and retrieve data, including the maintenance of records and filing systems. 
	E
	

	Ability to use own initiative when required to fully complete tasks independently and without supervision.
	E
	

	Ability to help and support to others on processes and systems.
	E
	

	Understanding of safeguarding procedures and issues.
	E
	

	Any Additional Factors

	Commitment to ongoing personal training and development.
	E
	

	Willingness to work outside of normal Trust hours on occasion and with due notice.
	E
	

	Willingness to undertake an Enhanced Disclosure and Barring Service check; preemployment and annually.
	E
	

	Develop an understanding of relevant policies, codes of practice and relevant legislation.
	E
	



	Date completed: 25.02.2026
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