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Fulston Manor Academies Trust
post:
Business Apprentice
Reports to:
Trust HR & Business Director
Responsible to:
Trust HR & Business Director
Hours:
37 hours per week
Purpose of the Job: 

Provide an administrative, financial and HR support service to a manager, group of managers or a team, to assist in the smooth running of the Business Team functions and taking a proactive role in relation to its day to day functioning. 

Main duties and responsibilities for HR & Business Office: 

· Undertaking general finance duties such as filing, invoicing, banking and dealing with queries into the office.
· Provide administrative support under the direct of the Trust HR Advisor to enable effective and efficient HR services to the schools within the Trust including, but not limited to, the duties connected to recruitment, on-boarding and induction of new staff.
· Liaising with staff and parents in a professional and courteous manner.
· Dealing with deliveries and orders.
· Provide excellent customer service to both internal and external stakeholders.
· Develop and maintain effective professional working relationships across the Trust and with other stakeholders to ensure that business services are positively viewed and able to support the Trust mission and objectives.
· Respond to staff, student and parents queries timely and professionally.
· Undertake any other duties which are reasonably required to fulfil the role as directed by Trust HR & Business Director or senior Business Team staff.
This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

