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	Job Description: School Business Assistant 

	Post Title
	School Business Assistant

	Grade/ Pay Range
	 Grade 5 Pay Point 4

	Reporting to
	Head Teacher, Deputy Head, SLT

	Working Pattern
	10-14 Hours per week, term time Monday and Fridays(39 weeks)


	CRB Disclosure Level
	Enhanced 



Heath Primary School is committed to safeguarding and promoting the wellbeing of children and young people and expects all staff and volunteers to share this commitment. Enhanced DBS checks, reference requests and employment history checks will be carried out before any employment may commence. 
	General Duties: 

	· Ensuring the office area is welcoming and tidy.
· Undertaking reception duties, welcoming visitors, parents/carers and contractors to the school.
· Handling enquiries in person, by telephone or by email and responding in a timely manner.
· Jointly operating the school telephone system, dealing with callers in a manner, which reflects the positive and approachable ethos of the school.
· Operating the school’s computer-based administrative system in a secure manner, inputting and retrieving data, including pupil records, in accordance with Trust policies and practices and assist with the maintenance of school records, both manual and computerised.
· Operating the school’s Pupil Management Information System (RM Integris), including the annual update of all pupil records.
· Checking/sending e-mails.
· Recording any staff or pupil absences when appropriate. 
· Supporting the Attendance Lead with managing pupil absence.
· Supporting the school’s other administrators in their duties, in order to manage the varying demands and deadlines of our busy school office.
· Ensuring good lines of communication between the office and the rest of the school by ensuring that the relevant information is communicated to the relevant people.
· Liaising with teaching and non-teaching staff and responding to enquiries from parents and visitors on matters within the post holder's responsibility.
· Maintaining filing systems in line with appropriate retention guidance.
· Ensuring security protocols are communicated and understood by all visitors to the school, e.g. wearing a name badge and having appropriate clearance.
· A willingness to administer basic first aid and administer medicines in line with the school’s policy (training will be provided where appropriate).
· Understanding and following the Evacuation Policy in an emergency.
· Approaching work with enthusiasm and have a keenness to learn.
· Able to work under pressure and organise/prioritise own workload.
· Contributing to the development of the school’s administrative function and being an active member of the team.
· Maintaining confidentiality when handling potentially sensitive tasks regarding parents and pupils.
· Responding to children in a sensitive yet professional manner, recognising the importance of safeguarding their welfare and well-being.
· Undertaking any necessary training associated with the duties of the post, including Safeguarding.
· Understanding and complying with the school’s Equal Opportunities Policy and Health & Safety Policy and attending any staff training programmes as required.
· Undertaking any other duties required, within the general level of responsibility of the post.
· To carry out any other duties assigned by the Head Teacher.

	Specific administration duties include:

	· Telephoning parents/carers to collect their child, when required, e.g. because a child is ill. 
· Communicating with parents/carers by e-mails and letters ensuring a level of accuracy and attention to detail.
· Typing routine correspondence, using text-processing facilities, such as Teachers2Parents, Class Dojo and Twitter.
· Assisting with the processing of pupil leavers and starters, including electronic file transfers.
· Ensuring the school website is updated regularly and compliant with Trust expectations.
· Maintaining diaries, arranging appointments, meetings and interviews when required.
· Providing any admin support for extended services offered by the school.
· Keeping up to date with school events and its calendar so that questions can be answered quickly and accurately.
· Ensuring that the safeguarding of children is paramount.
· Upholding and actively supporting the school’s policies and procedures, maintaining confidentiality, and always observing GDPR regulations.
· Contributing to the culture of the school’s ethos, of positive relationships between colleagues, pupils, parents, and the wider community.


 
This job description may be amended at any time, following discussion with the Head Teacher and will be reviewed annually. 
Signed: ____________________________________   Date: ___________________
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            Heath Primary School
             Person Specification

	School Business Assistant

	QUALIFICATIONS
	Essential
	Desirable

	1
	Good qualifications in English and Maths 
(GCSE A* - C or equivalent)
	
	*

	2
	Evidence of further professional study and qualifications
	
	*

	3
	Willingness to undertake continuing training in ICT systems, Safeguarding, and any other training deemed necessary or desirable.
	*
	

	EXPERIENCE
	
	

	1
	Working in a school environment/education environment
	
	*

	2
	Experience in a front-line customer service environment
	*
	

	3
	Experience in a busy office environment, working to deadlines
	*
	

	4
	Experience of working with children
	
	*

	5
	Experience of working as part of a team
	*
	

	PERSONAL QUALITIES AND PROFESSIONAL VALUES
	
	

	1
	Warm and friendly personality
	*
	

	2
	Sense of humour
	*
	

	3
	Maintain strict confidentiality in all matters
	*
	

	4
	Ability to multitask and work under pressure, whilst maintaining an excellent standard of work, and a positive and professional attitude
	*
	

	5
	Ability to form and maintain appropriate professional relationships with pupils, staff, governors, parents/carers, and other stakeholders involved in the smooth running of the school.
	*
	

	6
	Adaptable and flexible
	*
	

	7
	Showing commitment to the protection and safeguarding of young people
	*
	

	8
	Maintain a calm exterior under pressure
	*
	

	KNOWLEDGE AND UNDERSTANDING
	
	

	1
	Some knowledge of Safeguarding
	*
	

	2
	Some knowledge of GDPR and Data Protection
	
	*

	3
	Understanding of Health and Safety and its implications
	
	*

	4
	Understanding of the legislation and implications of Equal Opportunities
	*
	

	SKILLS
	
	

	1
	Good ICT skills including a competent knowledge of Microsoft Word and Excel
	*
	

	2
	Ability to maintain manual and computerised records and management information systems
	
	*

	3
	[bookmark: _Int_3KkMBwWI]Good level of numeracy skills to be able to undertake general financial administration such as processing orders
	*
	

	4
	Excellent written and oral communication skills including grammar and spelling. Being able to accurately handle all enquiries.
	*
	

	5
	Managing and prioritising work loads
	*
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