School Business Administrator – Job Description
Purpose of the Role
[bookmark: _GoBack]To support the effective day-to-day running of the school through the management of finance, administration, premises, health and safety, and compliance. The School Business Administrator will work closely with the Headteacher and Governors to ensure that resources, systems and processes operate efficiently and support the school's vision of enabling everyone to grow and shine personally, spiritually and academically.
Key Responsibilities
1. Finance
· Manage the school's financial processes, including orders, invoices, payroll information, banking and income collection.
· Maintain accurate financial records and accounts, including school funds.
· Assist with budget monitoring and provide financial reports, forecasts and information as required.
· Complete financial returns and prepare information for audit.
· Support procurement, ensuring value for money.
· Seek and administer funding opportunities, grants and sponsorship where appropriate.
· Review and update finance policies annually.
2. Administration
· Support the day-to-day operation of the school office and support the smooth running of administrative systems.
· Act as a welcoming first point of contact for parents, visitors, pupils and external agencies.
· Manage telephone, email and face-to-face enquiries in a professional and friendly manner.
· Maintain accurate records and information systems, ensuring compliance with GDPR and other relevant regulations.
· Provide first aid support as required (training will be provided where necessary).
· Ensure resources and supplies are well organised, maintained and appropriately stocked.
· Support the Headteacher with administrative tasks and reporting as required.
3. Premises, Health & Safety and Compliance
· Act as the school's Health and Safety Officer and ensure compliance with relevant legislation, including updating the Health and Safety policy when necessary.
· Coordinate accident reporting procedures.
· Oversee the maintenance and security of the school site.
· Manage contractors, service agreements, licences and insurance arrangements.
· Ensure statutory checks and inspections are completed and records maintained.
· Coordinate school lettings and associated income where required.
4. Governance and School Support
· Prepare reports and information for Governors and attend meetings as required.
· Support the efficient operation of the school through effective organisation and administration.
· Work collaboratively as a positive and supportive member of the school team.
· Demonstrate flexibility and a willingness to assist with the changing needs of a busy school environment.
· Promote and uphold the school's vision, values and ethos.
· Undertake other duties reasonably requested by the Headteacher that are appropriate to the post.
General Responsibilities
· Safeguard and promote the welfare of children and young people.
· Maintain confidentiality and comply with school policies and procedures.
· Participate in relevant training and professional development.

