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Churchill Community College
Job Outline
Post



Director of Support Services




Administration and Organisation 
Grade



11





Responsible to 

Headteacher 
Main Duties of the Post

Be responsible for/manage the operation and delivery of support services within the College through the appropriate support staff team.  Be responsible for/manage the planning, development and monitoring of support services.  Management of staff, including commissioning and delegation of relevant activities. As a member of the Leadership Team, contribute to the strategic management and direction of the College.

Plan and manage strategic change in accordance with the College Development Plan, acting as a point of contact for clarification and assistance with regards to changes. 

Promote the highest standards of business efficiency and ensure the most effective use of resources, which positively contribute to the College’s priorities and vision.

Contribute to, and model, the College’s vision, values, leadership styles and ethos. Be a highly involved member of the school community and be active in all aspects of school life, including developing positive relationships with staff, students, parents and governors.

Organisation
· Be responsible for strategic planning in relation to the business and support services of the College, ensuring the College uses its resources effectively and efficiently at all times, including consideration of financial implications.

· Be responsible for human resource management, premises and facilities management, health and safety, marketing, administrative aspects of financial management, training and development of support staff and all matters within the management of the College which are supportive to, but do not directly involve teaching and learning.

· As a member of the Leadership Team to be responsible for creating and delivering a shared corporate strategic vision which contributes to raising standards of learning and teaching; building capacity across the workforce; improving organisation structures and functions so the College remains fit for purpose; building and sustaining effective relationships and communications’ strategies; working with the community and other services to improve the outcomes and well-being of students.

· Provide organisational and advisory support to Governors, attending meetings as appropriate.

· Be responsible for supervisory arrangements during the lunchtime period, planning and developing systems to manage student behaviour.  Management and deployment of staff.

· To provide leadership and guidance for support staff, including direct line management responsibility for team leaders in finance, premises, marketing and administration, to ensure effective communication and development of systems and procedures across support services.

· Be responsible for the creation and implementation of recruitment, mentoring and performance management systems for support staff.

Resources
· Identify the need for, select and manage resources including responsibility and management of particular resources’ budgets.

· Be responsible for the appropriate deployment of support staff including recruitment.

· Be responsible for the provision of specialist advice and guidance to Leadership team/Governing Body on national and local guidelines/policy/statue etc.

· Interpret matters of policy/procedure/statute to ensure the College’s 

compliance and initiate appropriate action arising, including implementation of the

General Data Protection Regulation (GDPR).

.

Finance

· Be responsible for ensuring the effective management of financial administration procedures, including responsibility for compliance with financial regulations.

· To implement the financial decisions of the Headteacher and Governing Body.

· Line manage the Finance Officer and cover in the event of absence.

· Assist with the planning, monitoring and evaluation of budget.

· To advise the Headteacher on investment and financial policy, researching and compiling feasibility plans for future projects and for the development of a long term financial strategy for the future development of the College.

· Produce, maintain and review a risk register and take action to address any high risk situations.

· Monitor service level agreements and contracts to ensure effectiveness of delivery and value for money, negotiating favourable terms where possible.

· To ensure systems are in place for the recording and monitoring of the College’s assets.

· To maximise income generation within the ethos of the College.

· To use financial management information, including benchmarking tools, to identify areas of relative spend, assess trends and advise the SLT and Governors accordingly.

· Maintenance and development of all targets through the Schools Financial Value Standard (SFVS).

Premises 

· Ensure effective procedures are in place and reviewed to enable effective maintenance, security and operation of the College buildings and facilities.

· Management of the College’s Tennis Centre facility.

· To lead the planning and implementation of new capital and refurbishment projects.

· Line manage the Site Manager and work with site staff to implement the premises and site decisions of the Headteacher and Governing Body.  

· Work with the Site Manager to negotiate, manage and monitor all facilities contracts and ensure they are maintained to the highest quality and provide the school with value for money.

· To manage the letting of the College premises to outside organisations, maximising use of the accommodation in order to generate income.

Health & Safety
· Ensure risk management and loss prevention strategies are in place within the College to establish hazards and the associated risk involved, including maintaining the business continuity procedures.

· Ensure Curriculum and whole College termly and annual H&S inspections take place and follow up actions.

· Take responsibility for the ensuring all health and safety procedures are adhered to and how these relate to students, staff, visitors and contractors.  Undertake training with staff on health and safety related issues.

· Coordinate the College’s Health & Safety committee, producing an annual agenda and terms of reference.

· Ensure appropriate health and safety training is in place, including manual handling, fire wardens, site management, evac chair etc.

· Ensure the appropriate provision of first aid.

· Ensure accidents and hazards are recorded and reported as appropriate to the HSE and remedial action is taken.  Carry out manager’s investigation in relation to accidents.

· Ensure appropriate fire prevention strategies are implemented.

· Coordinate management of the College minibus to ensure compliance with relevant regulations; ensuring regular inspections and servicing are carried out.

Human Resources Management

· Be the point of contact for the Headteacher and SLT regarding employment law and associated matters, including updates to policies and procedures.

· Be responsible for ensuring general personnel administration is carried out, including pre-employment checks, contract changes etc.

· Ensure all safeguarding procedures are in place including the Single Central Register and recruitment.

· Be responsible for ensuring support staff development, identifying individual needs and developing a programme to meet those needs in accordance with the College’s assessment of present and future skills requirements.   Organise and manage training sessions, including whole College events.

· Be responsible for the implementation of the College’s Performance Management policy for support staff.

· Monitor staff absence and taking action in accordance with sickness management procedures.  Support managers with attendance review and liaise with Occupational Health.  Report to the SLT and governors on staff absence statistics.

· Support with the co-ordination of, and undertake, new staff induction.

· Oversight of production of the staff handbook.

· Ensure systems are in place to provide daily cover.

Marketing

· Line manage Marketing/Reprographics Technician and work with him/her to promote the College to different audiences, including the media and raise its profile within the local community.

· Work with the Marketing/Reprographics Technician to ensure provision of an effective reprographics provision to the College.

· Work with the Marketing/Reprographics Technician to ensure the College’s website is up-to-date and compliant.

Administration
· Develop and monitor management information systems.

· Determine the need for and arrange provision, analysis and evaluation of data and detailed reports/information.

· Be responsible for the design and effective operation of administrative procedures.

· Develop a system for the preparation and production of College publications eg brochures and newsletters.

· Be responsible for ensuring the submission of relevant information to the Leadership Team, Governing Body and outside agencies, including the completion of records and returns required.

· Ensure adequate staff cover during holidays.

· Monitor timesheets and overtime claims.

Responsibilities
· Comply with and assist with the development of policies and procedures 

relating to child protection, health, safety and security, confidentiality 

and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the development and implementation of the overall ethos/

work/aims of the College

· Develop constructive relationships and communicate with other agencies/ professionals

· Participate in training and other learning activities and performance 

development, as required

· Recognise own strengths and areas of expertise and use these to advise 

and support others

· To safeguard and promote the welfare of young people.
General

To undertake any other duties appropriate to the grade of the post as requested by line manager or Headteacher

Agreed that the Job Outline is a fair and accurate statement of the requirements of the job
Job Holder
………………………………………
Date  ………………..…………...
Line Manager  ……………………………………
Date  ……………………...……..
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Churchill Community College
Person Specification
Post



Director of Support Services




Administration and Organisation 
	Area
	Criteria
	Requirement

	Skills/Knowledge/Aptitudes

	· Full working knowledge of relevant policies/codes of practice/legislation

· Ability to interpret advice/statute and to devise policy/practice in the light of these

· Ability to manage a multi-disciplinary    team effectively

· Ability to relate well to young people and adults

· Ability to persuade, motivate, negotiate and influence

· Ability to self-evaluate learning needs     and actively seek learning opportunities


	Essential

Essential

Essential

Essential

Essential

Essential

	Qualifications and Training

	· NVQ Level 4 or Degree in relevant discipline

· Excellent numeracy/literacy skills 

· NCSL Certificate and/or Diploma in School Business Administration


	Essential

Essential

Desirable

	Experience

	· Several years’ experience working in a business environment at a management level


	Essential

	Disposition
	· Good Sense of Humour


	Desirable
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Conditions of Service
Post



Administration and Organisation 
	Full time

Annual Salary
	Working Week
	Holiday Entitlement

	Incremental progression shall 

be 1st April each year (or six months after their appointment if first appointed between 1st October and 31st March) until the maximum of the scale is reached


	37 hours

per week

52/52

Working

five days

per week
	The minimum paid annual leave entitlement 

is 23 days (20 days annual + 3 extra statutory days) rising to 28 days (25 + 3) per year after five years’ continuous service.

The annual leave entitlement of employees leaving or joining the Authority is proportionate to their completed service during the year.

These staff should be given a holiday card, which is completed and authorised by the 

line manager.

Holidays can be taken in term time unless otherwise specified on the contract of employment.



	Part-time employees shall have applied to them the Pay and
Conditions of service pro-rata to a comparable full time employee
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