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Worle Community School
JOB DESCRIPTION
Title:

Business Support Administration Assistant
Grade:
JG3

Hours:
37 per week, all year round

1.
JOB PURPOSE
To work as part of a team providing a comprehensive business support service for the school.
2.
PROFILE
To carry out a range of activities that are not always prescribed or allocated daily but follow established work routines.  The post holder is required to provide general business administration support to the school. 
3.
DUTIES AND RESPONSIBILITIES
· Provide general secretarial and administrative support for the Business Manager, Assistant Business Manager and Site Manager in particular, in addition to all other areas of the school under the direction of their line manager.

· To assist with the organisation and arrangements for school trips and events.

· Open and distribute post as appropriate, logging if necessary and answering basic queries without further reference.

· Answer the telephone, taking messages, referring as appropriate and providing straightforward information/responding to routine enquiries.
· Book meetings and arrange diary dates at the direction of their line manager.
· Maintain electronic diaries for room/facility bookings.

· Input information and retrieve information from databases and records in standard reports.
· Follow procedures as directed for facility services within the building to ensure safe and compliant functioning of the premises.

· Maintain records and filing systems, such as compliance works for accurate, easy retrieval and in accordance with data compliance legislation.
· To maintain a first aid qualification in order to provide first aid support on a daily basis.

· In conjunction with the Academy Business Manager, assist with the administration of a charitable trust in accordance with charity commission requirements.

· Maintain stationery inventory, ordering replacements and distributing as necessary to support work in the locality.
· Photocopy, collate and distribute internal and external mailing campaigns

· Place orders and check invoices before passing through for payment to assist monitoring budgetary spend, passing on queries so they can be resolved.
· Provide cover to Reception as and when required (breaks/sickness absence/busy periods).
· Participate in lunchtime duty as and when required
· Collating, franking and despatching Post 

· To ensure compliance with all Health and Safety legislation and associated codes of practice and authority policies.

· To undertake any other duties commensurate with the grade of the post

5.
SUPERVISION AND WORK PLANNING
Meet regularly with line manager and have regular contact with team members on work priorities.  The post holder will be expected to plan their own work, balancing the priorities of different work streams.

Work flows from the line manager and is generated within the general office routine.  
Advice and support is readily available for more complex enquiries.
6.
QUALIFICATIONS AND EXPERIENCE
See attached person specification.
7.
JOB CONTEXT
This post forms part of the business support and administration across the school
8.
SCOPE FOR IMPACT
This post provides business support for the school, liaising with partner agencies as necessary to improve services and outcomes for children, young people and their families and carers.

9.
CONTACTS
Team/ senior colleagues, students, parents/carers and be initial point of contact for the general public
10.
GENERAL
This job only contains the main duties relating to this post and does not describe in detail the tasks required to carry them out.

11. Special Notes or Considerations (if applicable)
Much of the work undertaken within the team is of a highly confidential nature. The postholder must at all times maintain confidentiality and should be aware that, given the nature of the services provided by the team they may on occasions be exposed to information that they may find upsetting.

PERSON SPECIFICATION

	ASSESSMENT CRITERIA

	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	A good general standard of education, which includes GCSE grade C or above in Maths and English or equivalent.

	ICT/Microsoft Word and Excel qualifications
Current first aid qualification

	WORK RELATED EXPERIENCE AND ASSOCIATED VOCATIONAL TRAINING
	Knowledge or experience of working in an office environment in established routines.

	Experience of working in a customer facing environment, preferably in an education setting
Experience of using SIMS.net or other student/personnel databases



	JOB RELATED SKILLS
	Efficient office skills
Thorough working knowledge of ICT software packages such as Microsoft Office Suite, especially Word and Excel.

	Shorthand
Minimum typing skills of at least 30 words per minute



	PERSONAL SKILLS
	Ability to work in a team sharing work requirements
Excellent communication skills both spoken and written

Able to maintain confidentiality, tact and diplomacy at all times

Good interpersonal skills

Good customer care skills for reception duties
Accuracy and attention to detail
Ability to use initiative to problem solve issues whilst dealing with enquiries from colleagues, parents/carers and general public

Able to process sensitive information with empathy and confidentiality

Reliable, punctual and responsible


	


Typical Core Competencies:

Communications ~ 
gives information in an appropriate way, listens to and shows respect for others, speaks and writes clearly, avoiding jargon.  




Demonstrates appropriate awareness for confidential matters
Team working ~
contributes to group decisions, works collaboratively and flexibly

Customer focus ~ 
demonstrates understanding of customer service with internal & 


external customers, responds quickly to customer needs

Results Orientated ~ 
pays attention to detail, achieves consistent standards, 



works independently

Business Awareness ~ 
demonstrates understanding of the principles of 




integrated working and the services available to children, 



young people and their families/carers.

