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Academies Business Support Lead (A5012)
Job Description
Location: 


Prosper Learning Trust

Grade:   


N7

Points: 531
Responsible to: 

Trust Operations Manager
Responsible for: 

Academy Administration Teams
Job Purpose 
To support the Trust Operations Manager and Academy Headteachers to manage the operational demands of the administration teams in the individual academies.  To support the development of administrative functions by working closely with the Academies’ leadership and Trust leadership. To provide high quality advice and support to ensure the development of a cohesive administrative function. This role will play a key part in managing the strategy and operation of the administrative functions in the Trust academies.
Main Duties: The following is typical of the duties expected. It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

Whole Academy Administration 

1. Responsible for management of the administrative function in each academy to ensure effective service to each academy
2. Oversee the administrative function

3. Ensure that the administration teams follow the required Trust processes with regard to compliance, day to day maintenance, health and safety

4. Share good administrative practice across the Trust and Academies
5. To assess the current administrative practices across the Academies and develop a long-term plan with the Trust Operations Manager

6. Oversee the administrative teams’ workload, including support to Senior Leaders and report on this to the Trust Operations Manager

7. To monitor, evaluate and report on the quality of service provided

8. To monitor administrative contracts and look for opportunities to secure improved efficiency, effectiveness and value for money

9. To provide administrative cover if it is required, or to arrange for appropriate cover
Line Management of staff
1. Developing and maintaining good practice in relation to the provision of an efficient and effective service within the administration teams
2. Line manager for academy Office Managers, encouraging their personal and professional development, keeping them informed of developments within the Trust that may reflect upon their working situation

3. Maintain effective communication with Office Managers to ensure a co-ordinated approach to administration across the Trust

4. Being responsible for keeping the Trust Operations Manager informed of needs and concerns relevant to the work of the administrative staff

5. To support the Trust Operations Manager in the appraisal process for the Academy administrative teams
6. Ensure that administrative staff are fulfilling their professional responsibilities

7. Ensure an appropriate induction programme for new administrative staff is in place and provide excellent support for those members of staff who are new to a Trust/academy environment
Finance
1. Ensure that Admin Teams comply with the Trust’s financial protocols

2. Ensure that all overtime, travel and additional payment claims are authorised appropriately

3. Participate in any visits by internal and external auditors as may be required

4. Act as the budget holder for any budgets delegated by the Director of Finance & Operations

5. To ensure efficient use of resources to provide best outcomes for pupils

Human Resources
1. Support the Academy Office Managers to ensure that all staff records are kept up to date and secure, including recording of sickness/other absences and monitoring patterns/trends

2. Support the Office Managers to manage supply bookings as needed, and ensure good relations are built with agencies, maintain records and work with the Trust Operations Manager to negotiate prices to ensure a good deal is sought when cover is required in an Academy.

3. Support the Office Managers and Trust HR team to ensure maintenance of the Academies’ Single Central Records

4. Responsible for recruitment of academy administrative staff

Central Support Services
1. To help promote the Trust and Academies to parents, partners and the local community, including possible community use of Trust facilities
2. Work with Central Services Team colleagues to monitor any after school lettings to ensure the sites are being used effectively and monitor income and expenditure related to this
3. To support the Central Services Team as required by the Executive Leadership Team/Trust Operations Manager

4. To liaise with the Trust Premises Officer with regard to issues relating to premises, facilities and health and safety

5. To work with and liaise with colleagues on Central Services Team projects as designated by the Trust Operations Manager

6. To support the work of the Central Services Team in the opening of new academies or the transition of schools into the Trust

7. Attend meetings as required and ensure content and outcomes of meetings are reported back where relevant

8. Carry out any other duties as directed by the Trust Operations Manager commensurate with the general level of responsibility of the post
9. Attend academy SLT meetings as required

10. Travel between sites is an integral part of the role
Support for the Trust and academies
1. Work proactively with staff, pupils, Governors and Trustees to ensure the role meets the needs of the Trust and academies and appropriate protocols are in place.

2. Be aware of and comply with policies and procedures relating to safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to the Trust Operations Manager or another appropriate person.

3. Be aware of and support difference and ensure equal opportunities for all.

4. Contribute to the overall ethos/work/aims of the Trust and academies.

5. Participate in training and other learning activities and performance development as required.

6. Attend and participate in relevant meetings.

7. To undertake other duties and responsibilities as required commensurate with the grade of the post.
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PERSON SPECIFICATION
	
	Essential or Desirable
	Assess by

	Qualifications and Training
	
	

	Qualification in Business Administration or similar and relevant to the post 
	D
	Application form/Interview/ Task/ (if applicable)

	Knowledge and Experience
	
	

	A minimum of 3 years’ experience of managing staff in an administrative function
	D
	Application form/Interview/ Task (if applicable)

	Evidence of being responsible for an academy’s/school’s Single Central Record, including staff who contribute to it
	D
	

	Experience of using SIMS or Bromcom or similar Management Information System
	E
	

	Currently working as a School or Business Manager
	D
	

	Skills and Key Criteria
	
	

	Leadership and people management skills
	E
	Application form/Interview/ Task (if applicable

	Ability to prioritise workload effectively to meet deadlines
	E
	

	Proficient in the use of Microsoft Office
	E
	

	Excellent communication and inter-personal skills, including tact & diplomacy
	E
	

	Willingness to develop new skills and participate in training
	E
	

	A good standard of spoken and written English
	E
	

	Able to work within and apply all relevant Trust and Academy policies
	E
	

	Ability to motivate and support the work of colleagues
	E
	

	Ability to set and monitor targets
	E
	

	Ability to work independently and use own initiative
	E
	

	Personal Attributes
	
	

	A supportive and co-operative team member
	E
	Application form/Interview/ Task (if applicable

	Standards driven
	E
	

	Ability to work outside normal Trust Academy hours in line with need
	D
	

	Ability to travel to multi-site locations across the Trust
	E
	

	Equal Opportunities
	
	

	Candidates should indicate an acceptance of, and a commitment to, the principles of the Trusts Equalities policies and practices as they relate to employment issues and to the delivery of services
	E
	Application form/Interview/ Task (if applicable

	Safeguarding
	
	

	Commitment to the protection and safeguarding of children and young people
	E
	Application form/Interview/ Task (if applicable

	Has up to date knowledge of relevant legislation and guidance in relation to working with young people
	D
	


