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Assistant School Business mAnager
Job Description

	Job Title:
	Assistant School Business Manager

	Job Holder:
	

	Department: 
	
	Responsible for:

	Line management of the Site team and Office Manager

	Level/

Salary range:
	Grade 10
Scale point 24-27

	Reporting to:
	School Business Manager


	Safer Recruitment Statement



	The Derby High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	All staff at The Derby High School are required to:



	· Work towards and promote the school vision and current aims outlined in the School Improvement Plan;

· Support the positive and inclusive ethos of the school;

· Support and contribute to the achievement of all students;

· Support and contribute to the school’s responsibility for safeguarding students;

· Undertake professional development activities to enhance personal development and job performance;

· To maintain high personal professional standards of attendance, punctuality, appearance, conduct and positive relations with students, parents and staff and other stakeholders.



	Main Objectives of Role:



	To work strategically and operationally in order to assist the School Business Manager in her duty to ensure the school meets its statutory requirements.  This will include:
· Assisting the School Business Manager in the overall management and organisation of the Site, HR and Administration functions ensuring a high quality and professional service in these areas.

· To deputise in the absence of the School Business Manager

· To maintain confidentiality and security of information at all times

· To lead on staff absence, recruitment and staff cover to enhance the HR function in school

	Job Description:



	This appointment is subject to the current conditions of employment of support staff contained in the Support Staff Pay and Conditions Document, the Education Act 1997, other current educational legislation and the school’s articles of government.  This job description may be amended at any time following discussions between the Headteacher and the member of staff, and will be reviewed annually.
Areas of responsibility and key tasks:

Human Resources
· Assist School Business Manager with personnel matters 

· Maintain the Single Central Record ensuring compliance with safer recruitment policy and procedure

· Undertake DBS checks for all staff 

· Annually check staff who are on the DBS update service

· Act as Clerk to Staff Attendance & Disciplinary Committee as required

· Responsibility for the organisation and coordination of all HR contractual information

· Responsibility for completion of all administration tasks for new members of staff

· Support the School Business Manager by dealing with general staff queries in relation to HR and payroll

· Oversee the interview process from advert to recruitment including:

· Organise adverts as requested

· Organise ‘job packs’ for staff recruitment

· Organise interviews for staff recruitment

· Organise the collection of references for interview candidates ensuring safer recruitment policy and procedure

· Organise the distribution of completed application forms to relevant personnel

· Organise the interview process

· Oversee the organisation of interview hospitality

· Undertake all necessary employment checks

· Undertake Safer Recruitment training

· Check and maintain all information held on SIMs

· Undertake data check of staff information held on SIMs annually (September) and ensure all HR records are up to date

· Maintain threshold information in order to comply with Performance Development requirements

· Administration of staff absence procedures and processes

· Monitor staff absence ensuring the School Business Manager is informed when staff hit triggers as part of the Managing Attendance Policy
· Provide termly comparison information in relation to staff absence

· Maintain information on associate staff holidays and additional days worked outside of term time as stated in contract

· Maintain Time Off In Lieu information

· Administrate the Induction Policy and Framework

· Review relevant HR policies with the School Business Manager

· Provide administrative support for the School Business Manager (typing, photocopying, filing etc.)

· Liaise with appropriate school and local authority personnel in the relevant areas
· Administration of the lunchtime and after school provision rota

Payroll/Pension

· Ensure that payroll provider has accurate information at all times

· Provide monthly information to provider i.e. changes to pay scales/hours, additional hours worked, sickness etc.
· Check and ensure timely authorisation of payroll process

· Liaise with payroll provider as appropriate

· Attend relevant briefing sessions and training in relation to payroll and pensions

· Comply with Auto Enrolment policy and procedures

· Inform payroll provider of staff sickness, maternity etc.
· Ensure relevant paperwork is completed in terms of industrial action and all parties informed

· Ensure Teacher’s Annual Salary Statements are provided by the LA

· Provide information to SBM in relation to salary assessments for newly recruited teaching staff

Staff Cover

· To administer the cover system within SIMS in accordance with the school’s processes and procedures. 

· To manage all arrangements for cover for absent colleagues (teachers and support staff) including deploying Learning Managers, arranging supply teachers, and ensuring that the school is compliant with the provisions in STPCD around ‘Rarely Cover’. 

· To contribute to the development of, and implement agreed procedures for receiving, recording and acting on notification of planned and short-notice unplanned absence, communicating with relevant colleagues as appropriate. 

· To monitor the cover work supplied and to ensure the system for providing cover is robust and beneficial for the students. 

· To give clear, accurate and complete information to those providing cover, as needed to enable them to work effectively. 

· To provide induction for supply teachers ensuring those new to the school can locate relevant facilities and fully understand what is expected of them in terms of policy and procedure (including Health and Safety and Behaviour policies) and those who have previously worked at the school are fully up to date with policy information. 

· To facilitate the creation and maintenance of an activity bank comprising pre-set work produced by teachers and other general activities produced/collected by the cover supervisory team which can be drawn upon by any cover supervisor in the event that students complete the pre-set work more quickly than expected, in order to ensure that students are engaged in constructive activity. 
· To ensure that all in the team are 100% utilised for cover where possible, 

· Provide bespoke reports as required detailing and analysing both utilisation of internal and external cover staff. 

Administration

· To line manage the Office Manager

· Support and provide coaching and expertise to the Office Manager and personnel to ensure efficient use of all resources

· Monitor, evaluate and develop school office systems and procedure with the Office Manager

· Attend staff briefings, staff meetings and office meetings

· Contribute when necessary to admin team workflow when volume or absence requires it so that all queries, tasks and projects are achieved to the required standard within required timescales;

· Liaise with the School Business Manager on priorities and issues
· Maintain and update internal school forms and documents as appropriate

· Liaise with members of the SLT and other senior members of personnel

· Identify any training requirements for the Admin function
· Take the lead in encouraging a positive and proactive approach to all school procedures 

· Attend and participate in school events such as Prize Giving and Open Day etc. in agreement with the School Business Manager

· Responsible for ensuring the school Retention Policy is adhered to across the school.

· Support the School Business Manager to ensure GDPR compliance across the school, that breaches are recorded and requests for information are coordinated and completed within deadlines.

· Complete the Personal Development process with the Office manager and overseeing this for the Administration and Site teams.
Facility and Property Management

· Act as first point of call for building maintenance and related issues
· Plan and organise maintenance schedules, and repairs needed, with the Site Supervisors
· Ensure all legal and statutory tasks are completed

· Administration of School emergency documents and Business continuity plan in liaison with the School Business manager
· Management of the school’s lettings programme 

· In conjunction with the Site team ensure a safe, secure and compliant environment for all stakeholders to facilitate learning and all work processes

Health and Safety

· Maintain records of fire practices and alarm tests

· Administration and maintenance of H&S and Risk assessment systems / registers

· Manage the first aid policy with the Office Manager


	All staff at The Derby High School will:


	· Continue personal development as agreed;
· Engage in professional development as agreed;

· Follow and actively promote the school’s policies;

· Engage actively in the performance review process;

· Acknowledge that whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified;

· Within the School’s Health & Safety Policy to ensure a safe working environment for all staff and students;

· Be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description;

· Be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

This job description is current at the date shown below, but following consultation with you, may be changed by management to reflect or anticipate changes in the job which are commensurate with the salary and job title.  This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it shall be so construed.  The above responsibilities are subject to the general duties and responsibilities contained in the statement of conditions of employment.


	Hours of Employment:


	37 hours per week, on a term-time plus three weeks.
7.15am – 3.15pm Mon – Thursday

7.15am – 2.45pm Friday

Out-of-hours working will be required from time to time and time off in lieu will be provided.


	Postholder:
	
	Date:
	

	Headteacher:


	Ms C H Hubert

	Date:
	

	Updated:
	17th May 2021



Safeguarding:

As an employee of The Derby High, you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

Equality Diversity and Inclusion:
The Derby High is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

Health and Safety:
The post holder is responsible for Employees Duties as specified with the Schools Health and Safety Policies.
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