

Assistant Business Manager
Summary of main conditions of service and full job description evaluated according to the Council’s Job Evaluation scheme.

Duties Include:
· Supporting School Business Manager

· Supporting Executive Headteacher 
· Supporting other senior leaders as directed
· Supporting Governors.

· Managing diaries
· Line managing reception staff

· Maintenance and updating school website
Working Pattern:
· Term Time Plus 2 weeks (41 weeks), 36 hours per week
· Full time hours are 36 per week.
Conditions of Service Applicable:



· NJC for Local Government Services (Green Book)

Grade:
· Scale 6 (spine 18-20 £28,752 - £29,796) 
Pay Points:



· 18-20
Method of Payment:
· Monthly (15th)
Annual Leave:

· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  Leave is taken during school closure periods.

· For AYR staff annual leave entitlement may be taken on term days to be agreed with managers and in school holidays. The entitlement must be pro rata for AYR part-time staff who do not work every day. 

Annual leave entitlement from 1 September 2011
	Grouping by SCP and Grade
	Entitlement in working days

	Spinal Column Point
	Grade
	Less than 5 years local government service
	More than 5 years local government service

	4-21
	Scales 1,2 3 and 4
	24
	28

	22-28
	Scale 5 and 6
	27
	29

	29 and above
	SO1 and up to and including PO8
	29
	31


Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 

JOB DESCRIPTION
Assistant Business Manager
Grade:  Scale 6 spine 18 to 20  
Purpose of the Job

Line-managed by the Business Manager, to assist the Business Manager and other Senior Leaders in the provision of efficient and effective support services to ensure the School achieves its stated aims and objectives.
Tasks

School Business Manager
· Assist with managing manual and computerised records and information systems.
· Analyse and evaluate data and information for senior staff.

· Produce reports, information, statistics and data as required.
· Undertake complex IT based tasks. 

· Undertake administration of complex procedures.

· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfE, LA.

· Contribute to the planning, development and organisation of support service systems, procedures and policies.
· Assist in the recruitment, supervision, training and development of other support staff.

· Line manage reception staff.

· Assist in the preparation of bids for supplementary external funding / sponsorship for the school and maximise income generated from lettings.

· Assist in the collation of information required for inspection by internal and external audit, health and safety inspectors and OFSTED. 

· Responsible with the Network Manager, for maintaining website to ensure information is up to date and meets legal requirements.

· Assist with information requests made under GDPR (data protection).
· Monitor and respond or pass on emails received into the “info” and email box.
· Assist with the development and implementation of strategies to market and promote the school.

· Assist the Business Manager with ensuring the provision of an efficient and effective school meals service within the school, where appropriate liaising with the Catering Manager.
· Assist the Business Manager, as directed, in reviewing policies and procedures within the school. 

Other Senior Leaders
· Provide confidential executive support as and when requested by the Executive Headteacher in matters relating to his/her leadership and management of the school, or in their absence, the Deputy Headteacher (Head of School).

· Administer and oversee the arrangement of diaries, meetings, appointments, agendas and minutes of the work of the Executive Headteacher, within and outside the school premises, as required.

· Maintain and manage confidential and sensitive information shared by the Executive Headteacher and to ensure confidentiality is kept as and in the manner requested (within the parameters of Safeguarding and whistleblowing policies and practice) 

· Assist the Head of school on a weekly basis at predesignated times with specific duties related to their role.

· Support other senior leaders to manage tasks linked to areas of responsibility.
· Assist with booking meetings and take minutes when required.

· Assist in the collation of information. 

· Undertake data analysis and reporting.

Governors
· Assist the Governors with organising meetings and circulating documents.

· Liaise with the Clerk to the Governors.

· Maintain the Governors diary.

· Minute meetings when required.
RESOURCES
· Operate relevant equipment and ICT packages.
· Provide advice and guidance to staff, pupils and others.
· Undertake research and obtain information to inform decisions.
RESPONSIBILITIES
· Undertake any other such reasonable duties as the Executive Headteacher, Head of School or Business Manager request. As agreed by or with the Executive Headteacher, Head of School or Business Manager, support other senior leaders with tasks they may reasonably require from time to time.
· Recognise and uphold confidentiality of privileged and sensitive information.  Maintain confidentiality of personal data in-line with GDPR regulations.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure equal opportunities for all.

· Contribute to the overall ethos, work and aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required. 
· Form part of an effective team which provides personalised challenging and holistic education and support to enable students to become a confident, independent citizens. 
· Willingness to adopt training and support to embrace the special character of a school for pupils who are D/deaf and those with speech language and communication needs. 

· Be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and “Keeping Children Safe in Education” (2016) in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.
· Ensure that the worker’s line managers and the Designated Safeguarding Lead are made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
· Establish constructive relationships and communicate with other agencies and professionals.
· Recognise own strengths and areas of expertise and use these to advise and support others.
PERSON SPECIFICATION
Person Specification – Assistant Business Manager
	Experience
	Essential
	Desirable
	How identified

	Working at executive level
	Yes
	
	Application

	Experience of development, management and operation of administrative systems.
	Yes
	
	Application  Interview

	Experience of analysing data and producing reports
	Yes
	
	Application

Interview

Reference

	Experience line managing staff
	
	Yes
	Application

Interview

Reference

	Education & Qualifications
	
	
	

	Level 4 business qualification or equivalent 
	
	Yes
	Application

	Demonstrable experience at executive level
	Yes
	
	Application

	Excellent numeracy, literacy and IT skills
	Yes
	
	Application

	Completed minute taking course
	
	Yes
	Application

	Knowledge & skills
	
	
	

	Understanding of school administration systems.
	
	Yes
	Application

Interview

	Good knowledge and experience of using of SIMS for pupil and personnel records.
	
	Yes
	Application

Interview

	Effective use of ICT and other specialist equipment / resources.
	Yes
	
	Application

Interview

	Ability to produce clear reports, presentations and statistics.
	Yes
	
	Application

	Able to use Word to an advanced level.
	Yes
	
	Interview

	Able to use Excel to an advanced level.
	Yes
	
	Application

	Able to use Powerpoint to an intermediate level.
	
	Yes
	Interview

	Ability to use Outlook for email, diary management etc.
	Yes
	
	Application

	Experience updating and maintaining websites
	
	Yes
	Application  Interview

	Experience of using SIMS FMS or other financial database system.
	
	Yes
	Application

	Personal Qualities
	
	
	

	To have a strong awareness of confidentiality, sensitivity and professionalism when dealing with all duties.
	Yes
	
	Application

Interview

Reference

	Commitment to high educational, professional and

personal standards.
	Yes
	
	Application

Interview

Reference

	Respect for young people and their needs.
	Yes
	
	Interview

Reference

	Ability to relate well to children and adults.
	Yes
	
	Interview

Reference

	Willingness to engage in our special community and to undertake Deaf and visual awareness training.
	Yes
	
	Interview

	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
	Yes
	
	Interview

Reference

	A total commitment to equal opportunities.
	Yes
	
	Interview

	A high level of motivation, a ‘can do’ attitude and a

willingness to be involved at all levels.
	Yes
	
	Interview
Reference

	Ability to self-evaluate learning needs and actively seek learning opportunities.
	Yes
	
	Application

Interview

Reference



