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School Business Support Assistant

Job Description
The School Business Support Assistant plays a vital role in ensuring the smooth running of the school’s administrative, financial, and operational functions. Working closely with the office staff, Headteacher, and wider staff team, the postholder will provide high‑quality, professional support across a wide range of duties.
Key Responsibilities
Staff Administration
· Log and maintain accurate records of staff absences and leave of absence requests.
· Prepare paperwork for new starters and leavers; maintain staff files.
· Carry out return‑to‑work interviews and ensure forms are completed.
· Organise occupational health referrals.
· Manage DBS checks for staff, volunteers, contractors, and visitors.
· Provide new staff with relevant logins and access to school systems.
Finance & Procurement
· Place orders with suppliers and follow up late deliveries or queries.
· Raise purchase orders and process overtime and expenses forms.
· Log payments for preschool, school trips, and other activities.
· Administer ParentPay, including receipting payments.
· Act as a point of contact for supplier queries.
· Obtain quotations for goods and services.
· Place orders using the school credit card.
· Work collaboratively with the GLT Finance Team and use NEO and other finance systems.
Administrative Support
· Maintain and organise staff records and confidential files.
· File and organise recruitment paperwork following interviews.
· Create lease documents and contracts for external agencies.
· Prepare letters and documentation for health and attendance meetings; take minutes and distribute appropriately.
· Create and circulate daily lunch lists to teachers.
· Organise and maintain the stationery cupboard, including ordering supplies.
· Support the receptionist when required, and cover their lunch time.
· Provide general administrative support to the Headteacher.
Pupil Support
· Assist with medical incidents and administer medication in line with school policy.
· Provide intimate care for younger pupils when required.
· Contact the site manager regarding sickness incidents or replenishing supplies; complete tasks independently if required.
General Expectations
· Maintain a high level of professionalism, confidentiality, and accuracy.
· Undertake relevant training to support the role.
· Build positive working relationships with staff, pupils, parents, and external agencies.
· Contribute to the smooth running of the school and uphold its values.
· Carry out any other reasonable duties as directed by the Headteacher.
· This job description is not exhaustive and may be amended to reflect the changing needs of the school.
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