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[bookmark: _Hlk236045888]School Business Assistant Job Description	
School:  Walter Evans CE Primary School & Nursery School
Reports to: School Business Manager (SBM) / Headteacher
Hours: 37 hours per week, 41 weeks per year
Purpose of the Job:
To support the smooth running of the school office, responsible for assisting the School Business Manager and Headteacher in the school’s financial and pupil attendance administration.

Main duties and responsibilities:

Administration
1. To act as the first point of contact with staff, suppliers and customers dealing with a range of queries.
2. Provide an efficient and effective reception service, dealing with visitors, telephone calls, emails, messages and postal mail.
3. Deal with parent communications via word processing letters and electronic systems.
4. Provide support to pupils where required.
5. Undertake administrative duties in respect of pupil attendance, including following up of individual absences, in accordance with the school’s Attendance Policy.
6. Act as the school’s attendance officer by monitoring attendance data, providing updates to senior staff on absence trends. Engage accordingly with local partners, including the Local Authority and Academic Trust (DDAT).
7. Work closely as a School Business Assistant team to ensure compliance with the DDAT Attendance Strategy and school Attendance Policy.
8. Manage all Leave of Absence requests from parents/carers, in line with the DDAT Attendance Strategy and school Attendance Policy. 
9. Liaise with Local Authority partners, as appropriate, on matters related to pupil absence, including the Elective Home Education and Children Missing Education leads at the Local Authority.
10. Issue parental correspondence regarding pupil attendance and absence, including attendance letters and fixed penalty notices.  
11. Coordinate all educational visits as the Educational Visits Coordinator (EVC). Ensure there is a consistently applied process in place for all educational visits from initiating the visit booking, arranging any necessary transport, to completion of associated risk assessment processes. 
12. Keep up-to-date and accurate manual/electronic filing systems.
13. Maintain pupil records through the school’s Management Information System (Arbor).
14. Update parent details on the school’s Management Information System (Arbor).
15. Support to collate information for daily and weekly dinner numbers.
16. Support all staff with administrative tasks. 








Finance
1. Assist in the management of stock levels and raising supplier purchase orders through the school’s financial software system (SAGE Intacct).
2. Check delivery notes, follow-up any supplier queries where necessary, and process purchase invoices via SAGE Intacct. 
3. Be responsible for the collection and reconciliation of Nursery lunch payments, support with dinner and trips payment reconciliation, etc, via electronic payment systems and providing reports as required.
4. Support with ensuring that Free School Meal applications are kept up to date.
5. Assist with providing information for the DfE/outside agencies, in line with the relevant guidance.    
6. Comply with the school’s policies/procedures and the DDAT/Academies Financial Handbooks.

HR
1. Ensure the school’s policies and procedures are clearly communicated to all staff in school.
2. Support the SBM to ensure school staff have a clear understanding of the policies and procedures and the importance of putting them into practice.
3. Support the SBM to manage the school’s Single Central Record, including carrying out DBS and pre-employment checks.

Health & Safety
1. [bookmark: _Hlk236046894]Act as First Aider. Provide support SBM on all matters related to First Aid. 
2. Administer First Aid and medicines to pupils, following policy and procedure guidelines.
3. [bookmark: _GoBack]Ensure compliance with the school’s ‘Supporting Pupils at School with Medical Conditions’ policy.
4. Comply with the overall requirements of Health and Safety regulations.

Other Duties
1. Comply with the Data Protection Act and other legislation to ensure confidentially is maintained at all times.
2. Follow Safeguarding and Safer Recruitment guidelines.                               
3. Promote and support the ethos and principles of the school and to avoid any action that may be detrimental or prejudicial to the interests of the school.
4. Organise school photographs and other external stakeholder visits.
5. Ensure relevant consent forms are in place and maintained for all pupils.
6. Efficient and prompt distribution of stock.
7. Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.
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