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JOB PROFILE

Post title:   

MAT Business Support Officer
Responsible to: 
Chief Executive Officer (CEO) / MAT Business Manager (BM)
Grade:


QKS salary scale G20 £23,398 FTE (£16,300 pro rata) 
Hours:
30 hours per week (term time only). There will be the occasional requirement to attend a meetings in the evenings
 
Job purpose:   
To fully support the CEO and Business Manager in all aspects of their work including confidential matters. With a natural interest in the educational business, you’ll take time to understand how the business operates, who the key stakeholders are and keep on top of the current priorities so you can perform a first class administrative support service. Using this knowledge, you will proactively collate, print and prepare papers, plans and other key documents to ensure the CEO & Business Manager have all the information needed to effectively facilitate their work.
The role will be accountable for providing administrative support, ensuring a high level of accuracy and attention to detail is provided in order to support both the CEO and the Business Manager in achieving the business operational and strategic goals.
Accountabilities/Duties:

CEO Admin Support 
· Trust Governor Manager (to be the only channel for adding papers to the Trust Governor software to mitigate any duplication)

· Conduit for gathering information/reports and collating to the agreed reporting structure to Local Governing Bodies and the MAT Board
· Ensuring standardization of agenda setting, minutes and information flow including updating websites, Governor / Director details and statutory returns
· Administration involved in supporting the trusts consultants (bookings/hotels/expenses) etc.
· Diary Management

· General Administration as necessary
MAT Business Manager Support

Supporting the Business Manager in the day to day management of their role. You will work very closely with the BM and have an active role in the work of the central services team across the trust which includes Finance, Payroll, HR, ICT and Facilities Management.
· devising and maintaining office systems, including data management and filing;

· meeting notes & report preparations, resources with a high level of accuracy and attention to detail
· occasionally, travelling with the business manager to take notes or dictation at meetings or to provide general assistance during presentations;

· screening phone calls, enquiries and requests, and handling them when appropriate;

· organising and maintaining diaries and making appointments;

· dealing with incoming correspondence, often corresponding on behalf of the business Manager;

· carrying out background research and presenting findings;

· producing documents, briefing papers, reports and presentations;

· organising and attending meetings and ensuring the Business Manager is well prepared for meetings;

· liaising with clients, suppliers and other staff where necessary
· Policy Management – keeping a register of policies, review dates, archives & audit trails, preparation for approval
Miscellaneous

· Working with the each schools Clerk to Governors to produce a consistent and disciplined approach to report writing

· Liaison with all our headteacher’s and/or PA’s to ensure timely submission of information for the agreed meeting schedule

· Ad hoc work in support of the MAT higher level administration 

Key relationships:

Chief Executive Officer
MAT Business Manager

MAT Management Team (HR / ICT / Finance / Facilities Management / Payroll)

Headteacher’s

Headteacher’s PA’s

Clerks to Governors
Working environment:

Office Based
May accompany the Business Manager outside school/office
Additional Information 
This is an exciting chance to be part of a progressive Multi Academy Trust where you can really make a difference.

This is a new role within the central service team of the multi academy trust and this job description is designed to outline the main duties and responsibilities associated with the post but are not intended to be an exhaustive list of all duties performed. It will be reviewed each year and it may be subject to modification or amendment at any time after consultation with the post-holder, and other key personnel.
PERSON SPECIFICATION
Post title: MAT Business Support Officer
	
	Essential
	Desirable

	Qualifications/Competencies
	ICT including keyboard skills

Ability to demonstrate a willingness to attend appropriate training and development

NVQ Level 4 in Business Administration ( or equivalent)

	

	Experience
	Proven track record and have solid experience in a broad range of administrative activities supporting senior managers

Experience of working in a role where using own initiative required with minimal direction.  


	Working in a PA or secretarial role in a school or similar organisation

	Knowledge
	Extensive working knowledge of all Microsoft packages
Good understanding of the business priorities to assist with planning time and workload
Able to work on own initiative and organise own workload

Able to set up and implement effective administrative systems.
Able  to see what needs to be done to  effectively support both roles
	

	Skills/Ability
	Highly self-motivated

Reliable and trustworthy

Good listening, oral and literacy skills

Ability to organise time and work to deadlines

Meticulous record keeping, information retrieval and dissemination of data/documentation

Writing accurate and concise minutes

Organising meetings

Ability to use the internet to access relevant information

	

	Personal Skills
	Sense of humour
The ability to work as a member of a collaborative team.

The capacity to remain calm and to cope with the unexpected.

An interest and ability to work in a school environment supporting the school’s ethos

Person of integrity

Ability to maintain confidentiality and impartiality

Positive attitude to personal development and training

Good interpersonal skills
First class organisational skills
Flexible and adaptable (to work and time).
Willingness to work at any of the Trust settings as required. 

	


Additional information:

This is a very demanding job requiring the ability to work under pressure, to very tight deadlines and able to prioritise jobs and tasks so as to achieve satisfactory completion and targets, and a high level of technical knowledge.

