BURY METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION
	Post Title: ASSISTANT SCHOOL BUSINESS MANAGER 

	Department: DEPARTMENT FOR CHILDREN, YOUNG PEOPLE & CULTURE
	Establishment/Post No:

	Division/Section: N/A
	Post Grade: 10

	Location: ELMS BANK SPECIALIST ARTS COLLEGE
	Post Hours: 37 hours per week (8.00am 4pm Mon – Thurs and 8.00am – 3.30pm Friday), term time only plus 15 days in accordance with the needs of the school. 

	Special Conditions of Service: 
Annual leave to be taken in school closure periods.  
Attendance at evening meetings may be required.  
Be prepared to offer flexibility in hours.  

	Purpose and Objectives of the Post: 
To assist and support the work of the Business Manager. 

To contribute to the planning, development and monitoring of support services.
To lead, manage and develop the administration team.  

To oversee the administration systems within the school.

	Accountable to: Headteacher

	Immediately Responsible to: Business Manager

	Immediately Responsible for: Executive PA, Cover Administrator, Pupil Services Administrator, Administrator, Receptionist 

	Relationships: (Internal and External)

Governors, Headteacher, teachers, support staff, parents, pupils, LEA Officers and other outside agencies. 

	Control of Resources:

Office equipment – photocopier, computer, fax, scanner, materials and general office supplies. 

	Duties/Responsibilities:
Leadership and Management 
· To be responsible for the day to day leadership and management of the admin team including the reception area.

· To undertake performance management, identifying and arranging high level support, challenge and training as appropriate to the school’s requirements. 

· To provide as required appropriate cover for the work of other members of the admin team according to workload pressures and/or in their absence and to ensure appropriate overlap of duties and skills to cover absence and periods of heavy workloads. 

· To be responsible for managing and training relevant staff who use the data and admin systems and for their provision of the highest standards of professional front line customer care.  

· To take the lead role in the development and maintenance of staff and student record/information systems.

· To undertake return to work interviews. 

· To support work experience placements in the office environment. 

Administration 

· To manage administrative, reprographic and clerical work required to support the teaching staff in relation to the production of quality teaching resources and documentation. 

· To manage complex administrative procedures.

· To ensure all policies are reviewed in accordance with the school policy. 

· To be responsible for completion and submission of complex forms, returns etc. including those to outside agencies e.g. DfE.

· Manage census data ensuring all is correct and sent within the guidelines.

· To oversee the administration for school events. 

· To oversee the administration for admissions, exclusions, SEN and behavior.

· To produce reports and documents as required. 

· To be responsible for communication with stakeholders and parents.  

· To ensure the staff handbook is updated. 

Human Resources

· To direct line manage the Executive PA, Cover Administrator, Pupil Services Administrator, Administrator and Receptionist.
· To coordinate and manage the recruitment process. 

· To oversee and manage probation periods for support staff. 

· To oversee the HR administration in school including management of personnel records, the administration of staff recruitment and statutory returns. 

· To provide general advice and guidance on HR matters to staff and managers in line with school policies and employment legislation.

· To be responsible for ensuring all staff/volunteers in school are DBS cleared and accurate records are kept. 
· To be responsible for ensuring compliance in terms of safer recruitment and other relevant legislation and monitoring developments in that field. 

· To ensure Single Central Record is kept up to date and complete a monthly audit to produce a report for the Business Manager and Headteacher. 

· To be responsible for the recording, monitoring and reporting of staff absences and identifying concerns to the Business Manager and Headteacher. 

· To monitor and evaluate staff absences and staff turnover. 

· To perform audit checks on all new starter personnel files.

· To ensure that all HR policies are updated and reviewed in a timely manner. 

· To work with SLT and departments in a consultancy role, assisting line managers to understand and implement policies and procedures to provide guidance and support on managing attendance. 

· To oversee the completion of all appropriate paperwork, e.g. return to work interviews, occupational health referrals and pre-employment checks.

· To support the performance management process for teaching and support staff. 

· To lead and manage the induction process for all new staff. 

Marketing
· To maintain, update and enhance the school website and TV screens with up to date and relevant information.

· To update information about the school on external websites and directories. 

· To liaise with and provide information to the media and arrange interviews where necessary. 

· To assist in the coordination of school events. 

Health and Safety

· To work with the Business Manager to complete the annual Health and Safety planner.   

· To work with the Site Manager to manage school lettings.  

· To oversee the organisation of whole school risk assessments, ensuring they are updated annually. 

· To work with the Deputy Headteacher ensuring all educational visits procedures are followed.  

· To collect record all accident information, ensuring actions are completed and reported to the LA as necessary.

· To produce accident report and near miss reports for the Headteacher, identifying trends and areas for concern.
· To analyse transport data, including cancellation of minibuses and present to SLT.

Responsibilities 
· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise. 

· To be committed to the principles of on-going professional development and to undertake appropriate training as required. 

· To undertake any other duties and responsibilities commensurate with the salary. 
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PERSON SPECIFICATION
ASSISTANT SCHOOL BUSINESS MANAGER
Knowledge/Skills

· Hold CSBM and/or DSBM or Business Administration qualification.

· Have undertaken qualifications in Health and Safety.

· Experience of managing a team of administrators. 
· Previous experience of working in a school environment, dealing with members of the public.

· Possess excellent management skills.
· Possess excellent communication skills.

· To be an effective leader. 

· Ability to maintain strictest confidentiality and integrity at all times.

· Ability to be flexible in order to create effective solutions. 

· Ability to deliver a high standard of service. 

· Ability to deal with situations under pressure in a tactful, calm and confident manner.

· Effective written and verbal communication skills to liaise with a wide range of people at all levels.
· Possess good numeracy and literacy skills. 
· Excellent time management skills with the ability to plan and prioritise own workload to meet deadlines. 
· Excellent personal and office organisational skills and ability to maintain effective administrative systems.

· Ability to act on own initiative and be proactive when solving problems.
· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems.
· Have the ability to relate well to children and adults.
· Be able to work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
· Have the ability to identify your own training and development needs and co-operate with the means to address these needs.
Personal Style and Behaviour

· Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.

· Self-motivation and personal drive to complete tasks to the required timescales and quality standards.

· The flexibility to adapt to changing workloads demands and new school challenges.
· Personal commitment to ensure that services are equally accessible and appropriate to meet the diverse needs of the service users.
· Personal commitment to continuous self-development.
· Personal commitment to the school’s professional standards, including dress code. 
· Ability to work occasional evenings to provide reception cover for school events.

Employees of Elms Bank School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 
