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Business Support – Staff Cover and timetabling
(Grade 6)
Job Focus
To be read in conjunction with job descriptions within the Business Support family of jobs which provide the full range of responsibilities across the function. 
Role Description
To provide efficient and effective administrative support in the organisation of staff cover, timetables, and pupil support. The role ensures smooth day-to-day operations by coordinating staff absences, managing schedules, and supporting communication between staff (individuals and teams).  
This role requires resilience, discretion, and the ability to manage sensitive information.  
The successful candidate will play a key part in ensuring continuity of learning and smooth school operations.
Specific additional duties and responsibilities. 
· On a daily basis, organise cover for staff during sickness absences, absence due to other school approved activities, school trips, and residential visits.
· Consider break time and lunch duties.  Organise cover for absent staff.
· Liaise with HR to ensure that accurate records of staff absences and cover arrangements are maintained.
· Liaise with supply agencies if required.
· Ensure all staff absences are accurately recorded on the school systems.
· Support with the administration of the whole school timetable using the information provided by the Senior Leadership Team. 
· Support in the initial planning of staffing for daily transport routes (start and end of day).  Monitor daily and adjust arrangements at the start and end of the day for receiving pupils and escorting them to their buses.
· Ensure new and updated staff timetables are communicated clearly. 
· Act as the first point of contact for staff queries regarding arrangements for approved cover. 
· Build knowledge of staff strengths and working relationships to allocate cover effectively.
· Engage in clear dialogue with staff regarding cover, including troubleshooting.
 






In addition, working closely with the Business Support Manager,
· To support in approving Evolve requests linked to off site visits
· Admin for offsite visits, including letters to families, liaison with providers, transport
· Work collaboratively with colleagues across the school




Position of job in organisational structure
Accountable to the Business Support Manager and School Business Manager.
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