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INSPIRE

Partnership Multi-Academy Trust




INSPIRE PARTNERSHIP MULTI ACADEMY TRUST
	Inspire Partnership MAT is committed to safeguarding and promoting the welfare of pupils and expects all staff to share this commitment.




	POST TITLE 
	School Business Officer (SBO)


	REPORTING TO 
	Business Operations Officer (BOO)


	GRADE:  G8
	LOCATION:     Academy 1/Academy 2/Trust HO

	WORKING HOURS:     5 days per week   
Term time plus 5 additional days   


OVERALL PURPOSE OF THE POST:

The School Business Officer is responsible for managing the operations of the business functions of the named academies, including financial management, human resources, data management and general administration.  

Supported by the Trust central team, they will advise on and implement the day to day support that enables the academy to operate effectively and efficiently.

To uphold and promote the Academy’s child protection and safeguarding policies and procedures and ensure they are adhered to by all staff.

To promote the safety and wellbeing of students.
	Knowledge, skills and experience requirements for the post:

	Essential
	Desirable

	QUALIFICATIONS

	NVQ Level 4 or equivalent qualification e.g. NCSL Certificate of Academy Business Management  or
Experience in relevant discipline
	Foundation Degree in Educational Administration

	SKILLS & PERSONAL QUALITIES

	Excellent verbal and written communication skills.
Excellent Literacy and Numeracy Skills.
Excellent administrative and communication skills and positive, versatile approach to work with exceptional attention to details.
Advanced judgement and decision making skills and an ability to prioritise a busy schedule. 
Proven supervisory skills and the ability to lead a team.
Excellent interpersonal skills and the ability to relate to adults and children.
Ability to work well and show resilience under pressure and to meet deadlines.
Work constructively as part of a team, understanding Academy roles and responsibilities and your own position within these.
Ability to maintain confidentiality.
Willingness to be flexible.
Willingness and commitment to Professional Development.
To have excellent attendance and punctuality.
Understanding of the issues surrounding the safeguarding of children and commitment to child welfare and safety.
	

	KNOWLEDGE

	Strong knowledge of finance/payroll and procurement systems and an understanding of EFA Financial Handbook requirements.
Knowledge of HR practices and procedures and an awareness of relevant polices/codes of practice/legislation and ability to interpret advice/ statute and apply to situations.
Specialist knowledge of strategic budget management, resource planning & funding opportunities.
Strong working knowledge of School MIS 
Understanding of importance of Equal Opportunities and Health & Safety at Work Act.
Strong working knowledge of Microsoft office software.
Appreciation of need to maintain strictest confidence.
Knowledge of safeguarding and the ability to deal with information of a sensitive and confidential nature.
	Knowledge of and interest in Primary Academy Education

Knowledge of Academy finance systems
Working Knowledge of relevant policies/ codes of practice/ legislation relating to H & S and compliance  



	EXPERIENCE

	Substantial experience of working within an office environment at a senior level.
Using all MS Office packages and other systems (i.e. Financial management) to an advanced level.
Previous experience of people management and advising on effective strategies.
Working experience of effective partnership & collaborative working.
Understanding of the issues surrounding the safeguarding of children and commitment to child welfare and safety 
	Experience in a management position with line management responsibilities
Managing H & S within an education setting

	RESPONSIBILITIES AND ACCOUNTABILITIES:

Financial Management 

· Support the central team in the planning, monitoring and evaluation of the academy’s budget process and make recommendations as necessary for the management of the academy’s 3 year budget plans. 

· Ensure the budgets are administered and monitored in accordance with the needs of the academy.  Investigate and analyse any variances

· Ensure that adequate purchasing & payment systems and procedures are in place and that the procedures laid out in the Financial Management Policy are followed. 

· Whilst new financial procedures and roles are being established and implemented, administer income receipts, cash book journals and undertake regular bank reconciliations and month end closedown. 

· Implementation and administration of financial processes eg, invoice/credit note processing, ensuring direct debit transactions are correct, processing corporate paycard transactions.  Ensuring audit trails and record of transactions are maintained.

· Support with recognition of items needing accrual and processing of journals.

· Ensuring that Income and Expenditure is coded correctly to budgets.

· Ensure that cash systems and procedures are in place and implemented.

· Banking, regular bank reconciliation and day to day petty cash reconciliation.

· Support the Trust Finance Officer with the audit requirements for the academy, ensuring that information is timely and accurate.

· In liaison with the BOO, monitoring of contracts to ensure compliance, best value and timely renewal as appropriate for the academy.

Management

· Line manage administration staff  
· Ensure their effective development and performance

· Arrange appropriate professional development and training.

HR Management/Payroll
· To work closely with the Trust’s HR & Payroll Officer to ensure all duties are performed and accurate records are maintained.

· Maintain personnel records, including sickness and attendance for all staff.
· Monitor staff attendance and undertake initial Stage 1 Sickness Meetings with staff

· Support  Disclosure and Barring Service (DBS) checks

· Manage recruitment in terms of raising New Starter forms and variations to contract forms ensuring that all changes are notified to the central team.
· Ensure the SCR is maintained 

· Undertake recruitment/induction/appraisal/training/mentoring for other staff

Facilities Management

· To oversee the letting of the academy premises to outside organisations developing the  facilities for out-of-academy use, with particular reference to the local community;

· To support the effective management of risk assessment procedures and fire procedures in relation to the academy and advise Headteacher and Governors.

· Support the central team in the management of any capital building projects
Organisation

· Take a lead role in planning, development, design, organisation and monitoring of support systems/procedures/policies

· Ensure academy compliance with GDPR

· Hold regular team meetings with managed staff and Headteacher
· Deal with complex reception/visitor etc. matters

· Contribute to the planning, development and organisation of support service systems/procedures/policies

· Support the organisation of academy trips/events etc.

· Supervise, train and develop staff as appropriate, in particular additional admin support.

· Take responsibility for all staff, pupil and governors’ files and statistics.

· Ensure the provision of effective and efficient office and reception services.

· Keep office organised and paperwork and data filed appropriately.

· Ensure all pupil records and documents are properly maintained, filed and manually/electronically transferred when pupil leaves

Administration/General

· Take lead role in the development and maintenance of record/information systems

· Provide detailed analysis and evaluation of data/ and produce detailed reports/information as required
· Manage the academies annual data returns including Pupil Census, School Workforce Census, Early Years Portal etc

· Be responsible for the updating of the governor/school data for DfE

· Produce and respond to complex correspondence

· Provide organisational and complex advisory support to other staff

· Provide organisational and complex advisory support to the governing body

· Manage complex administrative procedures

· Manage manual and computerised record/information systems, ensuring all pupil data is up to date
· Provide personal, administrative and organisational support to the headteacher.

· Be responsible for completion and submission of complex forms, statistical and statutory returns etc., including those to outside agencies e.g. DfE/EFA

· Ensure front line enquiries from staff, pupils, parents and visitors are dealt with promptly by the office team and stand in for or assist the office during busy periods..

· Maintain confidentiality.

· Ensure adequate records of all incidents that occur on site are recorded in the accident book, and reported to RIDDOR, if necessary

Resources

· Take a lead role on procurement and securing sponsorship/funding
· Manage service contracts

· Manage academy licenses and insurance

· Take a lead role in marketing and promoting the academy
Responsibilities

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the academy
· Establish constructive relationships and communicate with other agencies/professionals

· Attend and participate in regular meetings

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

Other duties commensurate with the grade of the post as directed by the Headteacher.
The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	Responsibility for Resources


	Employees (Supervision):

Receptionist/Office Administrator

	Financial: 

The Headteacher and School Business Officer have overall responsibility for the Financial Resources in the Academy.  The School Business Officer oversees the budget and income due to the academy in line with the Academy’s Financial Management Policy. The School Business Officer also oversees any cash management in Academy.


	Physical:

Effective use of resources as determined by the Headteacher.


	Safeguarding :

· To uphold and promote the academy’s child protection and safeguarding policies and procedures and ensure they are adhered to by all staff.
· To promote the safety and wellbeing of students.

	Customers and Clients:

Providing general information, advice and guidance on established internal Academy procedures.  

Deal with more complex reception/visitor matters which may involve some exposure to casual verbal abuse.  

	Working Conditions:  Mainly office based

	Characteristics of the post:

Employees are encouraged to participate in training activities in order to enhance their own personal development.

The employment checks are required:

· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications – see page 1 of this job specification

· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in an Academy or working with vulnerable young people and adults:

Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS Disclosure
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