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Southgate School
Senior Business Support Officer– Grade 6


Southgate is a special school for pupils with complex needs. All pupils have an Education Health Care Plan (EHCP) and are aged between 4 and 16. We are a nurture school where we celebrate difference, take great joy in our young people, and seek to discover and develop their unique potential.  

We create happy and secure learning environments, helping pupils to acquire knowledge, skills, confidence and emotional self-regulation.  Our aim is to enable our pupils to lead as full and independent lives as possible.


The Role
In your role, you will be part of a small business support team based at Southgate School.  You will use your skills and expertise to work alongside the team to help develop processes to meet the changing requirements within the school.

You will be part of a positive staff team who work collaboratively and support each other.  You will have the opportunity to work with different people across the school and help manage our internal systems.  You will help to ensure that the school manages its finances and achieves the best value money.  You will manage the administration of the examinations that take place across the school and support the Leadership Team on managing pupil performance data.   

We are committed to ensure the highest standards of wellbeing and professional development and you will be able to access training appropriate to your role and to support for future development within the school.

You will have the highest regard for safeguarding pupils, in line with the school’s ethos, policies and procedures.

Your interpersonal skills will enable you to engage and communicate effectively, working with colleagues, pupils, families and other professionals.  You will communicate verbally and in writing, including effectively using IT systems and technology to maintain accurate records.

You will be able to relate to young people with a range of diverse needs and will have the ability to work in an environment that supports young people with complex SEND.

You will have a calm, patient and reflective approach, being able to demonstrate high expectations of pupil behaviour in a positive and inclusive way.

Find out more about working at Southgate School on our website (www.southgateschool.co.uk) or by following us on Facebook or Twitter.

________________________________________________________________________________
Key areas of responsibility


The Business Support Team provides support across the school and is divided into three key areas.  You will be responsible for managing the Support function

Support Function: Reception, Finance, HR, Pupil information and cover.
Assessment: Exams and Performance Data
Pastoral: EHCP, Part-time timetables, Medical, Safeguarding, Intervention Support.

Your area of responsibility will include

· Managing the administration of exams and assessments
· Inputting and producing data relating to pupil’s performance
· Processing invoices and managing the ordering of resources for the school
· Managing petty cash
· Development of systems
· Communicating with parents/carers/colleagues and external partners
· Promoting high customer care standards and providing excellence service
· Ensuring the safeguarding of all staff and visitors to the school
· [bookmark: _Hlk90909168]Ensuring pupil information is kept up to date 
You will work closely with the Business Support Team Leader on delivering high quality business intelligence and management information in relation to Finance and Assessment Data.

Your role will involve supporting the communication and marketing of the school through the use of the school’s website, social media and other communication channels.

You will work within the ethos of the school by positively interacting with colleagues, parents/ carers, pupils and members of the public. You will be an ambassador for the school by helping to create a positive atmosphere using an approachable and solution focused attitude. 

________________________________________________________________________________





The successful candidate will;
· Be committed to the whole school nurture approach
· Have resilience and the ability to reflect
· Have a passion for children's learning and wellbeing
· Be confident, positive, calm, sensitive and tenacious
· Be committed to the safeguarding of children.
· Have excellent communication and interpersonal skills, with an ability to work as part of a team. 
· Be able to keep up physically with the demands of working within a school environment.
________________________________________________________________________________

Person Specification

We would expect anyone joining Southgate School as a Senior Business Support Officer to be able to demonstrate the abilities/ experience /skills as listed below.  We have listed these as essential or desirable.  

To be shortlisted for the role of Senior Business Support Officer, please demonstrate on your application form how you currently meet the essential criteria, and the desirable criteria wherever possible.  If we receive many applications, we may have to shortlist based on the desirable criteria as well. 


Application Form

	
	Ability / Experience / Skills

	Essential / Desirable

	1
	Experience of working within a Business Support team including liaising with the public and managing different prioritise and deadlines

	Essential

	2
	Experience of providing support and development to colleagues 

	Essential

	3
	Experience of managing financial processes and using financial systems

	Essential

	4
	Experience of working with different computer-based systems i.e. management information systems

	Essential

	5
	Ability to monitor, review and develop new systems processes and implement new ways of working

	Essential

	6
	Experience of working in a school environment

	Desirable


	7
	Experience of managing own workload and working to strict deadlines

	[bookmark: _GoBack]Essential

	8
	Understanding of relevant policies/codes of practice and awareness of relevant legislation related to the role

	Essential

	9
	Education to GCSE level C or above (or equivalent) including English and Maths, or the ability to produce work to that level

	Essential

	10
	Professional qualifications applicable to the role (e.g. Business Support) or can demonstrate relevant experience

	Essential




We require you to be able to do the following and will test for these skills/abilities this during the recruitment process. 
Interview Process
	A
	Understanding of the role of a Business Support Team within a school environment


	B
	Able to work as a team member and with a wider team of colleagues and partners


	C
	Ability to process and analyse large amounts of data


	D
	Numeracy skills to be able to work with financial data including using spreadsheets and monitoring budgets


	E
	Able to communicate effectively both orally and in writing


	F
	Emotional resilience in working in a busy office with challenging prioritises


	G
	Ability to work on own initiative and to be able to manage and prioritise own workload. 


	H
	Knowledge and understanding of safeguarding procedures and issues and ability to apply this within a school environment


	I
	Commitment to ongoing personal training and development


	J
	Ability to work flexibly both within and outside of the school environment


	K
	Willingness to undergo an enhanced DBS check and sign up to the DBS service on an annual basis



_______________________________________________________________________________
General information
You will have completed an enhanced DBS and medical health questionnaire before starting at Southgate School. When you start in your role you will receive a comprehensive induction and any mandatory training including safeguarding and core CPD.

You will have regard for the ethos, policies and practices of the school and maintain high standards in your behaviour, attendance and punctuality.  These will be drawn to your attention as part of your induction, ongoing performance development and through school communications.

This job description is intended to provide an understanding and appreciation of the responsibilities associated with the role. It is not possible to specify every detail and we expect you to work flexibly within your skills, knowledge and remit of the job.  
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