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School Business Officer – Grade 8 
Job Description
Job Summary
· To manage the provision of administrative support within the school in a broad range of activities, where co-ordination, interaction and awareness of related activities are important and supporting the smooth running of the school
· To provide school business support to employees, pupils, parents, governors and other stakeholders as and when required.
· Provide a welcome and professional front-of-house service
Key Relationships
· Line managed by the Headteacher
· To provide school business support to employees, pupils, parents, governors and other stakeholders as and when required.
Key Roles and Responsibilities
· Policy Management
· GDPR
· Equality & Diversity
· Health & Safety
· HR
· Finance
· Data/Statistical Returns
· Procurement
· Risk Management
· Advertising/promotion
· Policy and Procedure Management
· Management of School Diary
Key Descriptors
· To develop, create and maintain documents and record systems in accordance with standard formats and school requirements.
· To monitor and replenish stock by placing orders in line with the school’s financial procedures.
· To provide information and guidance as required.
· To undertake straightforward data analysis and research.
· To maintain electronic and manual filing systems, document management and record keeping and undertake associated tasks including data entry with a specific focus on whole school continued professional development of staff and communication systems in the school
· Adhere to financial regulations, health & safety, data protection and other legislation relevant to duties
· To support the communication process to ensure smooth running of the school including face to face, email and minute taking with all stakeholders including confidential matters.
· To provide an efficient, friendly, proficient and professional service at all times offering an extensive clerical/administrative service to the required standards.
· To reschedule daily activities to ensure that priorities are met.
· To plan, book and prepare materials for and provide support at events, trips and activities including risk management and cost analysis
· Policy and procedure management
· Carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the post.
· To ensure safeguarding compliance so that children and young people are protected and their welfare is promoted.

General Responsibilities
· Plan and organise own work on a daily/weekly basis, operating within well-defined processes. 
· Responsible for specific areas of work from start to finish, taking responsibility for completing work and meeting deadlines
· Communicating and interacting with key stakeholders, ensuring messages and information is timely, concise and relevant.
· Always maintain an appropriate standard of confidentiality regarding information pertaining to students, staff, volunteers, parents or governors
· Act in accordance with the School’s and LA Equality Policy
· Ensure own compliance with School’s Health & Safety Policy/Procedures and that of any resources that you have responsibility for
· Contribute to risk awareness processes throughout duties and raise issues where appropriate
· Process HR forms 
· Maintain/update management information systems including Arbor, Coolmilk, Parentpay and other relevant systems
· Use effective methods to review, improve and streamline systems
· Manage preparation of information for publication and contribute to the positive promotion of the school in the local community and beyond through the school website, local media and social media
· Assist the Headteacher in the management of HR including recruitment, induction, development, grievance, discipline and leavers including the processing of payroll forms
· Submission of monitored budget reports to Governing Body
· Management of the School’s Inventory

Other Duties and Responsibilities

Attendance 
Ensure daily attendance registers are accurate and complete, and follow up with staff members about any incomplete data 
Produce attendance data as required 
Follow up on any unexplained absences with parents/carers, escalating issues as appropriate in line with school procedures 
Manage the process of issuing penalty notices to parents 
Maintain accurate records of communications with parents/carers and relevant interventions 
Build and refresh knowledge of the school’s MIS and other relevant systems 
Safeguarding 
Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
Be alert to when persistent absence becomes a safeguarding concern and escalate as required 
To safeguard and promote the welfare of children and young people 
Ensure safeguarding compliance by implementing safer recruitment procedures, maintaining accurate Single Central Record checks, and verifying the identity and clearance of all visitors, volunteers, and contractors entering the school. 
To raise any concerns about poor or unsafe practice about children or staff, volunteers, parents and governors in a timely manner and in accordance with agreed whistle blowing procedures.
First Aid 
Assist in first aid delivery, as and when required, always following policy and procedures
Distribution and supervision of medicines adhering to policy and procedures
Premises Management
Assist the Headteacher to ensure a safe working and learning environment and ensure the safe maintenance and security operation of the school premises
Manage the maintenance of the school site and follow sound practices in estate management and grounds maintenance 
Work collaboratively with the Headteacher to ensure that all Health & Safety tasks including self-assessments are completed including regular fire practices and alarm testing
Data Protection and Cyber Security
In conjunction with the Derbyshire DPO’s and Data Protection Team, support the Headteacher in the effective administration of data protection and cyber security, ensuring full compliance with GDPR and data legislation.
Support the Headteacher in embedding a culture of confidentiality, integrity and digital resistance across the school.














South Darley CE Primary School
School Business Officer – Grade 8
Person Specification



	
	Essential
	Desirable
	Evidence

	Experience
	Working in an office environment for minimum of 2 years

Experience in using IT software including Microsoft packages

Used to dealing with a range of stakeholders

Experience of managing change and implementing of new systems, procedures and controls

	Working in a school environment

School Management Information System experience

Experience of writing/adapting documents
	Application form

Certificates of achievement

 Probing at interview

	Skills & Knowledge
	Organisation skills including prioritisation 

Communication skills both written and oral 

Listening skills

Ability to interpret information/data 

 Literacy and numeracy skills 

Accuracy and attention to detail

Ability to comply and work with competing or conflicting demands, deadlines and interruptions

 Good IT skills including word processing, spreadsheets and databases
	Analytical skills 

Knowledge of statutory policies and procedures affecting schools 

Working knowledge of Management Information Systems

Knowledge of key safeguarding policies and procedures

Working knowledge of GDPR and Health & Safety practices and procedures

Governance processes and procedures
	Application form 

Probing at interview 

Testing at interview

	Personal effectiveness
	To work effectively with different people across difference areas

Initiative and judgement to resolve problems independently 

To complete work and plan work independently as well as under direction

To exercise and promote customer care

Empathy with children and young people

Approachable

Adaptability and commitment to working as part of a team

Confidentiality and discretion

Excellent verbal and written communication skills.

	
	Application form 

Probing at interview

	Qualifications
	Minimum grade C, or equivalent, in English and Maths 

IT Qualification and/or Word processing

NVQ Level 2 in Administration or equivalent 

Professional development
	NVQ Level 3 

First Aid Certificate or willingness to undertake First Aid at Work and/or Paediatric First Aid Training

Willingness to undertake further training as appropriate
	Certificates of achievement 

Testing at interview

	
	
	
	

	
	
	
	



