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Job Description:  Business Support Professional - BSP
Scale: England & Wales Scale 4 – 6 - FTE (£18,070-24,964) pro rata (£15,898 - £22,190) 
Full Time 36hours per week (41 weeks per year)
Responsible to: TBAP Administration Manager 
	MAIN PURPOSE OF THE JOB

	To complement the professional work of teachers and learning support professionals by taking responsibility for administrative functions under an agreed system of supervision, supported by direction from the TBAP Admin Manager and in line with TBAP policies and guidance.  This may involve reception duties, general administrative tasks, human resource management and finance management at Trust Academies and service delivery teams. At higher levels ASPs will be expected to take responsibility for Trust-wide administration, the management and development of staff and local responsibility for budgets.


	

	SUPPORT FOR LEARNERS & FAMILIES

	· To respond to calls, answer enquiries and transfer calls as necessary

· To meet and greet visitors to the Trust

· To support the management of learner behaviour in line with TBAP policy to include the production of certificates and the management of reward schemes
· To support the collection of attendance data 
· To manage and log communication with families

· To monitor and record eligibility for free school meals and pupil premium

· To ensure that visitor areas have up-to-date literature and displays in place

	SUPPORT FOR TEACHERS

	· To provide administrative support as required including arranging meetings, mail-outs, booking rooms, catering, minute taking, keeping diaries, filing, ordering and photocopying
· To support the operation of Trust HR policies and procedures including the collection of staff attendance data, cover management, sickness absence monitoring and scheduling related meetings

· To support the administration of school based examinations

	STRATEGIC SUPPORT

	· To provide a confidential PA service to Heads of School 
· To provide administrative support to Trust leaders as appropriate, including taking and distributing minutes
· To provide administrative support to enable efficient recruitment of staff

· To receive, open and distribute post

· To maintain electronic diaries and calendars 
· Maintain the management information data on learners and staff in SIMS databases at all Trust locations
· To be responsible for the digital conversion of paper based data as required

· To undertake all tasks that lead to the successful completion of external audit as required

· To be responsible for the effective use of and reporting from the schools’ financial management systems. 
· To be responsible for the careful accounting and distribution of Trust funds and routine reconciliation of Trust bank accounts
· To process orders and invoices in line with Trust policy

· To monitor and report on cost centre budgets in line with Trust policy

· To be responsible for the administration and delivery of TBAP schools’ examination procedures

· To be responsible for the administration and delivery of TBAP schools’ SEN procedures

· To ensure that all schools’ equipment is maintained in good working order and asset registered in line with Trust policy

· To support the delivery of school meals at Trust schools

· To manage transport for Trust schools

· To support the organisation and delivery of conferences and training events

	SUPPORT FOR SCHOOLS & PARTNER INSTITUTIONS

	· To be the first point of contact for referrals, members of the public, school partners and other interested bodies

· To be responsible for the preparation of financial returns for statutory bodies as required
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, quality assurance, confidentiality and data protection, reporting concerns to an appropriate person

· Be aware of and support difference and ensure all learners have equal access to opportunities to learn and develop

· Contribute to the overall ethos/ work/ aims of the organisation
· Establish constructive relationships and communicate with other agencies/ professionals, in liaison with the appropriate TBAP leader
· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others

· Contribute to the identification and execution of appropriate out of school learning activities 

· To take reasonable care for his/ her own health and safety and any other person(s) who may be affected by his/ her acts or omissions at work, in accordance with Health & Safety legislation.

· To promote the protection and safeguarding of learners through the active implementation of relevant school policies and procedures with particular reference to: child protection policy, safe touch policy, positive behaviour policy and the staff code of conduct, and to raise any concerns relating to such procedures which may be noted during the course of duty.

· You will be required to have a valid Enhanced DBS disclosure that will be re-checked every 3 years as per the Trust Policy.


SELECTION CRITERIA
	
	Scale 4 to 5
	Scale 6

	Experience


	Experience of working in a public administrative setting with a wide range of users 

Experience of taking accurate minutes
	Experience of managing people in an administrative setting 

Successful experience in the use of coaching strategies to improve productivity

Experience of using finance and personnel and other administrative IT systems



	Qualifications/Training


	Excellent numeracy/literacy skills – equivalent to level 2 in English and Maths

Training in the use of pupil management systems (e.g. SIMS)
	Educated to level 3 with relevant qualifications

Evidence of CPD/ accreditation in administration, finance or human resource management



	Knowledge/Skills


	A working knowledge of administration systems

Can use ICT effectively to support learning

Good understanding of customer service and a proven ability to communicate effectively both verbally and in writing.

Full working knowledge of relevant school polices

Understanding of statutory frameworks relating to data protection and confidentiality

Good organisational skills including the ability to set and manage priorities

Ability to support colleagues

Constantly improve own practice/knowledge through self-evaluation and learning from others

Ability to relate well to children and adults

Work constructively as part of a team, understanding administration and business support roles 

Demonstrate a commitment to the protection and safeguarding of children and young people.


	Expert practitioner status in a relevant administrative area e.g. Finance, Personnel, Human Resources

Planning and delivery of administrative CPD activities

Ability to lead meetings and deliver written reports in an organisational structure

Proven ability to work independently without direct supervision



	Continuing Professional Development
	Willingness to undertake additional training/ staff development as appropriate

Ability to reflect on your own professional practice 



	Equal Opportunities
	Commitment to the implementation of the Trust's equal opportunities policy 




