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Job description: School Business Assistant

Balfour Infant school is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

The School Business Assistant will support the School Business Manager and Headteacher in the provision of high quality, efficient HR and Finance service for the school. The finance aspect of the role will include inputting information in the school’s financial management system and placing orders. The HR part of the role will provide effective support with a focus on recruitment, employee records, policies and operational HR. 

Job details 
Salary: D2
Hours: 10
Contract type: permanent
Reporting to: School Business Manager/headteacher
This post does not have responsibility for line management of any other staff

Main purpose 
The School Business Assistant is responsible for supporting with the administrative, financial and organisational processes within the school. They will also duties as part of the main office team and act as the initial point of contact for parents, visitors and other stakeholders  and so will be an ambassador for the school and embody the values, vision and ethos of the school in all interactions.

Duties and responsibilities 
General administration
Assist in updating manual and computerised record/information systems (FMS/SIMs)
Assist in updating and maintaining the school calendar (Office 365)
Assist with managing the school’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary 
Assist in managing and organising completed forms from parents 
Report any issues with the school’s IT systems
Assist in and organise/distribute incoming and outgoing post 
Assist in providing administrative support to staff as needed 
Order, monitor and manage stock, ensuring best value following the school’s purchasing processes
Carry out filing, printing and photocopying. 
Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
Attendance administration
Assist in monitoring the late arrival of pupils and contact parents/carers to identify reasons for non-attendance, ensuring all safeguarding procedures are followed 
Main Office
Assist in being the first point of contact for parents and visitors arriving at the school 
Assist in responding to telephone and face-to-face enquiries efficiently and in a professional and supportive manner 
Seek support from other colleagues where necessary to respond to complex enquiries 
Respond to messages promptly and accurately, passing on information to relevant staff members as necessary 
Assist staff and pupils with the information and support they need

Security 
Control access to the school in line with the school’s safeguarding procedures, including signing-in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures 
Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures 

Written Communication 
Write and send email responses that are professional and uphold the school’s vision and values   
Assist in updating and distribute online and offline communications (e.g. letters, newsletters, social media posts etc) to parents, staff and other stakeholders  

Finance 
Enter data into the school’s finance systems (FMS) and produce reports as necessary 
Assist in collecting, recording and issue receipts for payments from parents 
Carry out financial administration in line with the school’s procedures 
Check deliveries against invoices and notify the staff member of their arrival ensuring orders are ready for payment
FMS order processing, ensuring all orders approved from Budget Holder and School Business Manager and correct use of budget codes.

Health and Safety
Ensure COSHH sheets are obtained and printed for orders containing substances/chemicals for Risk Assessment evaluation and produce COSH data sheets
Assist in escorting and chaperoning contractors
Assist in contacting parents of children with regard pupil welfare matters such as head injuries and illness
Support the safe evacuation/lockdown of the school via Fire Drill and the safety of the pupils if there is a threat of an intruder 
Overseeing the correct process for ensuring correct permissions and collecting signature of parent and administering advice from parent with regards medication.  Responsibility for supervising the safe decanting of medicines by parent, storing safely and supervising the first aider to administer
Inform the caretaker/School Business Manager of any building issues that arise impacting on health and safety
Premises – Assist the School Business Manager in booking repairs, liaising with Caretaker/Headteacher/School Business Manager regarding any issues.
 HR
Assist the School Business Manager in completing the staff absence/overtime returns to the local authority
In the absence of the School Business Manager be responsible for the administration of new starter paperwork for the successful candidates.
In the absence of the School Business Manager ensure that the Single Central Record of Staff is kept up to date at all times in accordance with DBS Code of Practice.
Assist the School Business Manager in keeping personnel records updated of all staff files, both electronic and hard copy as required.
General filing and shredding.
Updating SIMS and Absence Leave record in SIMs

Other Areas of Responsibility 
Read and follow the relevant school policies
Undertake training required to develop in the role 
Ensure all duties and responsibilities are undertaken in line with the school’s health and safety policy
Contribute to the safety of children and young people and protect them from harm following the school’s suite of safeguarding policies
Ensuring data security is in line with GDPR legislation

Code of Conduct
Maintaining high standards of conduct, both in the office and elsewhere in the school, having regard to the children’s safety, well-being and consideration for others.

All staff are expected to uphold the school’s principles and policies which underpin good practice and the raising standards of Balfour Infant School as exemplified in the “Belonging to Balfour” document.

This job description will be reviewed annually as part of the appraisal process and if necessary will be amended after consultation with you.

Signed							Date:

Headteacher 						Date:
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