[image: ]
Support Services Manager Job Description 
	Job Title
	Support Services Manager – GLC Primary Academy.  Fixed Term (Maternity Cover)

	Grade
	Point 30 – 34 

	Contract 
	37 hours per week, term time, plus negotiable additional weeks

	Reports to
	 The GLC CEO

	Job Purpose
	To ensure the efficient and effective running of all support services throughout the academy so that the GLC mission statement and values can be fully achieved;

To work with the Head of School, CEO and Finance Director to contribute to the ongoing strategic development of the academy and the wider GLC. 


	Main Functions




	1. Line-management as follows: 
Office staff;
· Overseeing all functions and monitoring performance;
· Maintaining job descriptions
· Conducting performance management reviews
· Holding half-termly planning meetings
· Holding 1-2-1 meeting as necessary

Site staff [as appropriate]
· Overseeing all functions [including Health and Safety] and monitoring performance;
· Maintaining job descriptions
· Conducting performance management reviews
· Holding half-termly planning meetings
· Holding 1-2-1 meeting as necessary
· Maintain continuity of service between shifts
· Conduct weekly environment / Heath and Safety walks with the caretaker for the early identification of issues and to ensure the necessary legal compliance; 

Catering staff/ services [as appropriate]
· Overseeing all functions and monitoring performance;

Cleaning staff/ services [as appropriate]
· Overseeing all functions and monitoring performance;

2. Routines
· To maintain accurate daily timetables for the curriculum and each member of staff;
· To establish duty rotas for before and after school, break and lunchtimes. 
· Brief staff as necessary at the weekly staff briefing;
· Attend the weekly SLT meeting to discuss operational matters;
3. Finance
· To liaise with the GLC Finance Director as required;
· To ensure all aspects of the GLC Financial Regulations are understood and adhered to as necessary;
· To be responsible for allocated budgets;
· To place orders as necessary;
· To ensure that the purchase-order system is implemented in-line with GLC requirements;
· To oversee the collection of monies and to ensure they are secured safely;
· To arrange for cash collections as necessary;

4. HR
· To liaise with the GLC HR Manager as required;
· To support the recruitment process as required;
· To operate the SIMs Personnel Software to maintain accurate and comprehensive personnel records;
· To maintain the Single Central Record; 
· To conduct return to work interviews in-line with the GLC Staff Attendance Improvement Policy;
· To provide reports to the HoS and CEO as necessary; 

5. Cover
· Receive calls from absent staff and set cover as required each day;
· To liaise with the HoS regarding leave of absence requests;  

6. PA Duties
· Minuting meetings with parents/staff etc, update diary/calendar
Leadership:
· Agenda/minutes/actions [weekly]
· Universal provision maps [half termly]
Progress meetings:
· Prepare proforma/minute meetings [half termly]
Safeguarding matrix:  
· Keep up to date with training/new starters/leavers
Staff well-being: 
· Tannoy announcements/daily music 
· Organise breakfasts
· Send birthday cards
New starters: 
· Induction information/key docs/organise passwords
Website: 
· Dates/events/news/update class pages
Prospectus [annually]
Staff Handbook [annually]
Christmas Market
Charity days
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7. Lettings
· To coordinate all lettings across the GLC to ensure income generation targets are achieved.  Liaising with SSMs, site and finance teams as appropriate. 


	General
	· To understand and apply all relevant GLC policies; 
· To act in-line with the GLC values at all times;
· Attend relevant meetings as required;
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
· Ensure that all duties and services provided are in accordance with the GLC’s Equal Opportunities Policy and GLC Safeguarding Policy
The duties above are neither exclusive nor exhaustive and the post holder may be required by the CEO to carry out appropriate duties within the context of the job, skills and grade.




Signed………………………………………………………………………………………………………………………..

Dated ……………………………………………………………………………………………………………........... 
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