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ST EDMUND’S CATHOLIC SCHOOL
‘A learning community, a faith community, a vibrant, forward looking community’

	ST EDMUND’S CATHOLIC SCHOOL

JOB DESCRIPTION 

 ASSISTANT SCHOOL BUSINESS MANAGER


Reporting to:

Academy Principal
Hours: 


37 hours per week

Salary:


Kent Range 8 
Responsibilities

      Administration  

· Provide administrative service to the school, school staff and the school’s Senior Leadership Team

· Administration of school trips (coach bookings, letters)

· To coordinate all admissions processes for the school

· Responsible for the policies, planning, development and delivery of all aspects of central administration support staff functions and Health & Safety within the school, line managing key staff to ensure they carry out their tasks in an efficient and effective manner and to arrange adequate cover in the event of their absence
· To manage administration processes and office function, line managing the receptionist

· Oversight and coordination of all whole-school events and their evaluation

· To prepare appropriate reports for Senior Leaders within the school, Multi Academy Trust & Governors

· To oversee the Evolve process to ensure that all trips comply 

· To be the school day-to-day contact for catering services and to liaise with the external contractor

· To develop, manage, implement and monitor appropriate policies and processes relevant to the central administration of the school pupil welfare and school organisation

· To prepare appropriate reports for Senior Leaders within the school, Multi Academy Trust & Governors

· To manage and/or undertake whole school administrative tasks as required to ensure the smooth running of the school central admin function

· Responsible for the preparation and submission of the school census

· To provide support for staff in their daily use of SIMS

· To undertake direct line management responsibilities for the receptionist and Premises Manager to include recruitment, leading, motivating, managing and appraising, ensuring they possess the knowledge and skills necessary to carry out their tasks in an efficient and effective manner 

· To assist in the undertaking of all school reporting requirements, administration and necessary report production including, but not confined to, pupil progress / attainment reports and results, school and workforce census, option choices and student preferences

· To ensure that the premises are properly prepared for all events, functions, lettings and other occasions within the school calendar

Publicity, Finance & Lettings

· To manage, monitor and control all budgets delegated to post holder
· To be the school contact for all external lettings and ensure that the facilities and the agreements are fit for purpose

· To maintain a booking system for lettings ensuring that the information is accurate and kept up to date

· To manage the school’s website content and liaise closely with the ICT Technician to maintain the website as a key publicity and information source for all stakeholders

      Cover

· To assist the Exam/Data/Cover Manager with daily cover arrangements as and when required

      Premises & Health & Safety
· To assist the Premises Manager in preparation of appropriate reports for Senior Leaders within the school, Multi Academy Trust & Governors

· To line manage the Premises Manager including liaising with catering and cleaning contractor companies and quality assurance of this provision

· To be responsible for Health and Safety

· To provide appropriate training, as required for posts re manual handling/basic COSHH and working at heights

· To develop, manage, implement and monitor appropriate policies and processes relevant to Health & Safety within the school

· To manage Health and Safety within the school and ensure effective training, reporting, monitoring and risk management processes are in place and adhered to including wellbeing/stress management/expectant new mothers

· To act as “Responsible Officer” in respect of fire safety, making arrangements for an annual Fire Risk Assessment of the site and premises to be undertaken

· To ensure the Premises Manager completes all of the school’s statutory testing obligations and reporting, and ensures any work identified as a result of that testing is carried out and testing best practice is adopted
· To manage all aspects of first aid provision and accident reporting within the school
· To undertake first aid duties as required. This will require a first aid at work qualification which the incumbent must hold or work towards on commencement of employment 

· To develop and implement a staff health and safety committee to look at H+S across the school 

Other

The Assistant School Business Manager may be required to undertake any other reasonable tasks as required by the Academy Principal
This job description is current at the date shown, but, in consultation with the postholder, may be changed to reflect or anticipate changes in the job commensurate with the grade and job title
Person Specification
	
	Essential
	Desirable

	Qualifications
	· Good general standard of education, preferably to at least NVQ3 or equivalent
· First aid at work qualification or a willingness to work towards qualification (appropriate training will be provided as necessary)
	Hold GCSE Maths and English, or equivalent 

	Specific Skills, Experience and Knowledge
	· Competent in use of Word, PowerPoint, Excel, Outlook

· Experience of working with confidential information
· Previous experience of SIMS or equivalent

· Understanding of  and ability to manage Health and Safety policies and procedures 
· Manual Handling Training

· Fire Risk Assessment Training

· Experience of Line Managing staff


	Trained in Health and Safety Management including COSHH, manual handling, and Working at Heights


	Personal Qualities
	· Excellent record of punctuality and attendance

· Excellent written and verbal communication skills
· Excellent organisational capabilities
· Able to remain calm under pressure, to prioritise work, to work effectively as part of a team and to manage change

· Ability to relate to pupils, their parents/carers and staff

· Exhibit flexibility, resourcefulness, initiative, adaptability, confidence

· Continually looking at ways to improve quality of service

· Approachable and a good sense of humour

· Willing to undertake relevant training to develop performance

· Supportive of the School’s Catholic Ethos
	Desire and potential to progress to further promotion
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