
                                                                                                                           
 

JOB DESCRIPTION 

 

 

Job Title: 
 

Business Support Assistant  

Location: Unsworth Academy 
 

Pay Point: 
 

Grade  4   

Conditions of Service: 
 

Support Contract of Employment  

Responsible to: 
 

Operations Manager  

  
  Main Purpose   
 

Under the guidance of senior staff, to be responsible for undertaking administrative, 
financial and organisational processes within the school, and to assist with the 
planning and development of support services.  

  
1. Deal with routine and non-routine reception/visitor etc. matters, ensuring a 

positive experience and quality of service delivery.  
 

2. Take and deal with all calls to school in a professional and timely manner, 
directing callers to the appropriate person/department.  

 

3. Responsible for the organisation of school trips/events etc., following 
appropriate school and Trust procedures.   

 

4. Responsible for the uniform or other ‘shops’ within the school ensuring 
appropriate financial guidelines are adhered to.  

 

5. Provide advice and guidance to staff, pupils and others in relation to school 
operations matters.   

 
6. Contribute to the organisation of support service systems/procedures/policies on 

behalf of the Principal.  
 

7. Supervise, train and develop staff in identified areas in order that school 
procedures are effectively implemented.  

 

8. Responsible for the supervision and allocation of work to any volunteers that 
attend school in order that policies, procedures and processes are adhered to.  

 

9. Provide personal, administrative and organisational support to other staff 
identified by the Principal or Operations Manager accordingly.  

 



                                                                                                                           
10. Provide administrative, financial and organisational support to the Principal and 

Operations Manager, ensuring stock is managed and monitored within agreed 
budgets and that resources are catalogued in line with auditing procedures.  

 
11. Undertake complex and demanding financial administration procedures 

including the planning, monitoring and evaluation of budgets when required and 
in accordance with policy and procedures.  

 

12. Undertake the administration of Payroll systems on advice from the Operations 
Manager/Principal in order that appropriate changes are recorded and managed 
within the school budget. E.g. variations to contract, maternity leave, additional 
hours etc.  

 

13.  Responsible for monitoring the expenditure within agreed budgets, reporting as   
appropriate on potential overspending or areas of risk in order that spending 
limits or patterns can be restricted or increased.  

 

14. Responsible for the management of computerised and manual 
record/information systems including confidential data that requires compliance 
with GDPR.  

 

15. Analyse and evaluate data/information in order to produce reports and 
information as required.  

 

16. Undertake typing and word-processing and intricate and occasionally complex 
IT based tasks as required by the Principal/Operations Manager.  

 

17. Assist with procurement, sponsorship and marketing for the school in 
accordance with policy and procedure and guidance of the designated 
specialists.  E.g. Principal, Marketing Officer Etc.  

 

18.  Manage administration of facilities including use of school premises in order 
that repairs and maintenance are reported and dealt with by the appropriate 
individual and that health and safety of the building is adhered to at all times.   

 

19. Attend and participate in school meetings as required and directed in 
accordance with school procedures, policies, learning events and policy.   

 

20. Where required assist with pupil needs during the school day, supporting the 
Principal in respect of calling parents, third parties or dealing with issues relating 
to welfare and sickness.  

 

21. Promote and safeguard the welfare of children and young persons you are 
responsible for or come into contact with. 

 

 



                                                                                                                           
 

 

PERSON SPECIFICATION 
 

Attributes Essential Desirable 

Qualifications • Educated to NVQ Level 3 (A Level / 
Ordinary National Certificate or 
appropriate equivalent) OR relevant 
experience.    

 
 
 

Knowledge/skills • Experience of development, 
management and operation of 
administrative systems.  

• Supervisory experience.  

• Financial acumen. 

 

Personal 
Attributes 

• Child focused  

• Has a professional and respectful 
approach which demonstrates 
support and shows mutual respect. 

• Demonstrates active listening skills 

• Committed to the need of the pupils, 
parents and other stakeholders and 
challenge barriers to providing a good 
service  

• Demonstrates a positive attitude  

• Is committed to quality of service 
provision  

• Is adaptable to change  

• Is responsive and decisive.  

• Emotional resilience in working with 
challenging behaviours.  
 

 

Safeguarding • Enhanced DBS and Children’s Barred 
List clearance. 

• Motivation to work in an environment 
with children and young people & 
vulnerable adults. 

• Ability to form personal boundaries in 
an environment with young people 
and vulnerable adults. 
 

 

 

 


