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	The LEARNERs’ Trust
Eckington Business Centre 2,	8 Gosber Street, Eckington,	Sheffield, S21 4DA


LEARNERs’ Trust
Trust Business Administrator - Job Description

Job Purpose:
The role of Trust Business Administrator is to provide high-quality management of Trust Administration, in order that the Trust can run efficiently and effectively in delivering its vision, aims and objectives. 
The Trust Business Administrator will work with the Board, the Executive Team and schools. The Trust Business Administrator will be responsible for supporting all schools and the Trust carrying out the below tasks. 
Main Duties:
Leadership
1. To be a member of the executive team, providing operational support to the COO and CFO 
2. To work with the schools to lead on administrative tasks and queries 
Administrative
1. Assist the executive team (CEO/ CFO/ COO) to ensure all aspects of the Trust run smoothly and are legally compliant  
2. Administration Assistance to the Trust Executive team and Schools 
3. Organise information received and delegate to the appropriate person e.g. Post, emails, complaints 
4. Assist with the internal operations of the Trust ensuring all systems and structures are followed 
5. Organise the Trust CPD Calendar  
6. Organise Training for schools as and when requested. Including following the training capacity map, communicating with the training supplier, advertising training with schools, organising the location and set up and forwarding on any documents following the training 
7. Produce and distribute correspondence on behalf of the Trust 
8. Produce and distribute CPD reminders
9. Effectively and efficiently operate relevant ICT packages (e.g. Microsoft Office applications, Arbor, CPOMS, Access, iAbacus) 
10. Minuting at a variety of meetings 

HR
1. DBS checks for Trust staff, School staff and Trustees  
2. Update the Trust Single Central Record on a regular basis 
3. Ensure all new starter information is gathered prior to starting 


Governance
1. Providing Administrative support to Trustees, Members, and the Executive Team, to provide evidence of discussions and meetings. Meetings include but are not restricted to: 
· Standards and Performance committee meetings  
· Leadership committee meetings  
· Full Board meetings 
· AGM meetings  
· Members meetings  
· Appeal meetings  
· Disciplinary meetings 
2. Typing and presenting accurate minutes within a given timeframe  
3. Creating agendas in the correct timeframe and distributing to the relevant parties  
4. Providing Governance support for the Board of Directors  
5. Communicate with Trust Members where necessary 
6. Complete Trust Governance documentation within a timely manner, this includes: 
· Register of Business annually and during the year for new starters 
· Updating Companies House within 14 days of a new Trustee starting 
· Updating the Trust website monthly with the appropriate documentation 
· Reminding Clerks to carry our Business Interests annually and keeping a record centrally 


Supporting the Trust
1. Take appropriate steps to protect the Trust from risk  
2. Assist in the development of an inclusive culture which recognises and values the contributions of staff, setting high standards and expectations  

Other duties and accountabilities
1. Take a personal responsibility for their own continuing professional development (CPD)
2. Participate in training and other learning activities and performance development of self
3. Work with the Trust Senior Leadership Team
4. Cover for other Trust Business Managers during short term absence
5. Be familiar and comply with all relevant Health and Safety, Operational, Personnel, Child Protection, Data Protection and Financial Regulations, policies and procedures
6. Ensure equality of opportunity is afforded to all persons both internal and external to the authority, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour
7. Undertake any other duties and responsibilities as may be determined by the Trust commensurate with the grade for the post
Whilst every effort had been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will 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. 
The Trust Business Administrator will be line managed by the CEO.
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