Job Description
Post Title: School Business Administrator (SBA)
Reporting to: School Business Manager (SBM), Headteacher 
Salary: Scale 6
Contract: Part-time, Permanent, term time and Ted days only
Hours: 18 hours per week, to include a Monday, some flexibility on hours and days to be agreed 
Work Location: In school with some working at home considered
Responsible for:
Providing operational oversight of all administrative and support services, contractors as delegated by SBM
Supporting all school staff in business operations
Job Purpose
To support the School Business Manager in delivering high-quality leadership and management of the school's business functions. The SBA will play a key role in ensuring all financial, catering, admin, health and safety, IT, premises and compliance are delivered efficiently, effectively and in line with statutory requirements. As such the role is varied and widespread and demands a large degree of flexibility on the part of the post holder.
In addition to this the postholder will also carry out project management and have their own specific responsibilities whilst needing to be flexible and able to have a ‘hands on’ approach to cover all areas of operational responsibility
Leadership
Support SBM in the operational aspects of all leading and developing non class-based support services being prepared for responding to changing circumstances as they occur.
Deputise for SBM where required
To support SBM in implementing systems to ensure ongoing compliance and maintenance with legislation throughout the school
Financial Resource Management
Assist and authorise procurement ensuring value for money
Support SBM with budget preparation, audits, financial reporting and monitoring of the school’s annual and multi annual budgets.
Process orders, invoices, reconciliation as required
Assist with procurement activity including tendering, contracts and supplier management.
To maintain a contracts, register for the school identifying and ensuring timely review by relevant parties.
Project Management
To assist the SBM with projects as they arise.
Income Generation Lettings and Grant
To establish, maintain and deliver an external funding strategy through the identification and development of additional income generation streams, including grants and funding opportunities to maximise resources available to the school. 
Work with the SBM to develop and implement a lettings function and manage the day-to-day aspects including
- Co-ordinate bookings, contracts, cleaning, access of site and invoicing
- Ensure compliance with safeguarding, insurance and H&S 
- Monitor income and report to SBM
-Research, prepare, and submit funding and grant applications ensuring they meet the required criteria, utilising the support of the school admin team and in liaison with the Friends of Fort Royal charity.
-Working alongside colleagues to produce accurate costings and be responsible for the effective and accurate collection of income and expenditure evidence relating to any external funding checking the accuracy and validity of the information and maintaining a full audit trail.
-To cultivate relationships with a variety of organisations to further the external funding strategy.
- Maintain records of grants and funding streams, ensuring compliance with reporting requirements and audit expectations
- Maintain accurate and up-to-date records of fundraising activities and ensure adherence to the Charity Commission guidelines as required.

Human Resource and Personnel Management
Devising and implementing an induction and training programme for new and current support staff
To liaise with Office manager and team to support with whole school; absence management, safer recruitment, SCR, staff records maintenance and payroll support.
Support with making some queries to HR consultants and preparations for meetings and supporting documentation as required.
Premises and Facilities Management
Support maintenance, security and compliance of site
Assist in the delivery of maintenance, compliance and capital works contractor management
To be a keyholder as required 
Health and Safety and GDPR
Support with health and safety systems and compliance
Assist with writing, reviewing and maintaining up to date risk assessments and GDPR requirements
Review, follow up and complete initial investigations of first aid and health and safety incidents as required, assisting with further investigations as required in conjunction with SBM and headteacher.
Coordinating health and safety committee meetings, classroom checklists, monthly trend reports and Governors audits
Ensure the schools polices and risk assessments are systematically reviewed 
School Administration, ICT and Catering
Support office operations and MIS systems
Support with managing of contracts and contractual relationships
Liaise with IT manager and website coordinators to ensure the school website is up to date and compliant
To Lead on the school's sustainability plan
Reviewing, moving and working with others across school to move the sustainability action plan forward

Other
To provide cover within the support team as required.
To undertake such duties, training and/ or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this job
Participate in relevant and appropriate training and development as required.

Work Context
When undertaking this role, flexibility in hours outside of the school day and week may be required to attend events in line with the role.


Safeguarding statement
The welfare of the child is paramount. All children, whatever their age, culture, disability, gender, language, racial origin, religious beliefs and/or sexual identity, have the right to protection from abuse. Everything we do ensure the safety and wellbeing of the children and young people we work with, as well as that of children and young people in general.
We believe that for safeguarding and good practice to happen, we need staff and volunteers who are carefully selected, feel valued, encouraged and who are appropriately trained, managed and supported in their work. Fort Royal Community Primary School is committed to safer recruitment processes in order to achieve this.

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  The successful applicant will be required to undertake an Enhanced Disclosure via the Disclosure & Barring Service.


