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	Post Details
	

	School:
	Stourfield Infant School or Stourfield Junior School 

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 11

	Responsible to:
	Headteacher



	Main Purpose

	 To oversee all areas of non-academic operations within the school; supporting the Headteacher to deliver their statutory responsibilities and their school development priorities. 



	Duties and Responsibilities

	Line Management
· Directly or indirectly supervise the members of the admin team, lunchtime supervisory team and site staff

School Administration
· Ensure robust and effective practices are in place for the general running of the school including oversight of day to day staff absence. 
· Management oversight of any local wraparound childcare provision 

Safety & Risk
· Maintenance of local risk register 
· Recording and investigation of incidents/accidents of all types, escalating where required; 
· Oversight of risk assessments;
· Business Continuity Management Planning;
· Ensure EVC duties are managed effectively
· Liaise with and support the DPO on all data protection matters and maintain local records for data protection issues and information

Estates
· Liaise with the Core Services Estates team to: 
· investigate, scope (for central authorisation) and implement improvement projects; 
· ensure preventative maintenance / compliance work is undertaken to schedule and logged; accompany specialist inspection contractors commissioned by Core Services on site; 
· ensure a secure, clean, safe site
· Maintain asset register and asset management plans
· Engage and co-ordinate contractors/suppliers
HR
· To carry out transactional HR processes, including recruitment and induction, in accordance with the trust’s standard policies and procedures. Maintaining confidential staff records (including contractual and pay data, personal details and absence records) and job descriptions
· Ensuring that deadlines are met, and records are complete e.g. return to work interviews, probation reviews, fixed term contracts/ training certification refreshes, trial periods and performance appraisals
· Maintaining payroll data and undertaking a monthly payroll reconciliation (reviewing variances between pay data from our outsourced provider and our budgeted pay figures) and obtain monthly payroll approval from nominated school leader(s)
· Liaising with the Headteachers on personnel issues and provide a first port of call for staff with queries e.g. pay, pension, contracts
· Seeking and making use of specialist expertise from the Core Services HR team in relation to HR issues; support the Headteacher with issues relating to HR and the recruitment of staff (with Trust support)

Finance 
· deliver management reporting and variance analysis
· budgeting and forecasting
· routine procurement including transactions for purchase orders and invoices; 
· parental payments; petty cash and banking; 
· prescribed month-end tasks; 
· insurance claims; 
· drawing down services procured under SLAs – liaising directly with providers; 
· lettings (but not leases) arrangements
· maintain the school’s gifts and hospitality register

 IT – work with colleagues to:
· specify local requirements for hardware and software;
· ensure the school adheres to IT policy and procedure, including Cyber Security and Acceptable Use;
· work with Core Services IT team to design a rolling programme of required investment and budget accordingly; 
· maintain local records for assets loaned out to students or staff

Governance 
· supporting the production of information to be tabled at LAB meetings and attending where required; contribute to policy content for trust policies; 
· maintain school-specific policies; 
· work alongside our external data protection partner to oversee data protection policy and procedures. 
· Ensuring the schools’ websites and social media accounts are up to date and reflective of the school’s values / vision as well as being a useful reference point for parents and the wider community.



	Safeguarding Duties and Responsibilities

	· Ensuring that ‘Safer Recruitment’ principles are adhered to at all times, in accordance with statutory guidance on ‘Keeping Children Safe in Education’. Carrying out the vetting checking process for all new staff and workers.
· To fulfil the role of Single Central Record (SCR) administrator for the school. 
· Be responsible for editing and updating the SCRs to maintain the integrity of the data and retain all the evidence that supports the SCR data. 
· Actively seek information on a daily basis to enable the prompt adding/editing/removal of individuals as necessary so that the SCR is always ‘inspection-ready’. 
· Facilitate all reviews/inspections of the SCR whenever required (with or without notice).
· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 





	[bookmark: _GoBack]Other Duties

	All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Qualifications, Knowledge, Skills and Attributes Required

	Essential:
· Self-starter with ability to drive change to make processes more robust and/or efficient
· Strong organisational, administrative and financial skills with high levels of competence in using general IT platforms, financial systems and management information systems.
· Have strong numeracy skills and a secure understanding of employment-related calculations (e.g., payroll, holiday entitlements) 
· Excellent interpersonal skills and gravitas to interact with colleagues across the Trust, with the parent groups and the wider community 
· Significant experience within school administration and a corresponding knowledge of data and process requirements for admissions, pupil information, assessment etc. 
· Some experience of carrying out recruitment or HR administration
· Attention to detail
· Safer recruitment certification (or ability to achieve this upon appointment)
· Discretion, professionalism, empathy, and tact 


Desirable:
· Line management experience
· A school business management qualification 
· An understanding of the fundamentals of employment law





	Notes

	· This job description may be amended at any time in consultation with the postholder.




	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
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