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	JOB DESCRIPTION

	Post title
	Small School Business Manager, Permanent, Part-time

	Responsible to
	Headteacher

	Pay grade
	BS Grade 8 - £27,852 per annum pro rata

	Role
	to work alongside the Headteacher in managing school finances, personnel, premises and health and safety, as well as liaising with parents and administrative duties

	MAIN DUTIES AND RESPONSIBILITIES

	Financial Responsibilities:

· Analyse and evaluate data to provide reports and recommendations to the Headteacher and the governing body, including preparation of annual and 3-year budget submissions 

· Monitoring the budget and preparing monthly reconciliations of income and expenditure on behalf of and to the Headteacher and governing body
· Scrutinising statements and authorizing invoices for payment in accordance with school policy

· Ensure compliance of financial procedures of the school 

· Take the lead in planning, development and organisation of support service systems, procedures and policies.

· Take the lead role in preparing for audits (health and safety, management and financial) and assist auditors during inspections.

· Oversee payroll

· Respond to enquiries and operational issues raised by the customers, internal stakeholders and partnership organizations. 

· Manage the financial administration of our pre-school, including submission of Early Years hours
· Handling and banking of petty cash
· Monitor school contracts and arrange insurances and licenses and take the lead on procurement by undertaking research and obtaining information to inform decisions.

Health and Safety

· Take a lead on health and safety management in the school, reporting directly to the Headteacher

· Produce termly accident reports for the headteacher and governing body

· Take the lead role in preparing for health and safety audits and assist auditors during inspections.

Personnel Responsibilities

· Plan and organize own work and co-ordinate with others to provide personnel, administrative and organizational support to other staff and governors, providing advice and guidance
· To ensure that all staff are paid correctly and in accordance with the most up to date pay scales 

· To be responsible for maintaining the single Central Record, ensuring that the information is accurate and up to date and complies with current statutory guidance. 

· To maintain manual and computerised staff records 

· Administration arising from, appointments, revision and resignation of staff 

· Monitoring of staff absence and sickness 

· Dealing with staff insurance and any claims 

· Processing of time-sheets

· Dealing with pay queries and liaising with Payroll 

· Administrative tasks in connection with the recruitment of staff 

· Completion of staff contracts of employment. 

Premises

· Manage administration of facilities including building and projects etc.
· To co-ordinate the purchase, repair and maintenance of all furniture and fittings 

· To manage and monitor contracts, tenders and agreements for the provision of support services. 

General Administrative Duties

· Answering telephone calls and passing on messages

· Dealing with pupils and staff entering/leaving the building

· Greeting visitors, ensuring they are signed in and out; 

· Ensuring deliveries are received and signed for

· Data Management Duties

· Ensuring our School Information System (ScholarPack) is kept up to date, including attendance data and adding new students and parent information

· Producing letters and reports where required (including termly censuses and submissions to Local Authority and Department of Education) 

· Handling incoming and outgoing correspondence and ensuring it is distributed accordingly 

· Organising mail

· Sending emails and making phone calls to parents and staff as required 

· Managing office e-mail and responding to queries

· Making appointments for staff and parents as/when required (eg parents’ evenings)
· Providing general admin support for Teachers

· Producing letters and enveloping

· Sending texts and managing our school texting system 

· Reporting faults to service providers

· Maintaining and updating displays relating to Health and Safety and safeguarding, 

· Conducting fire drill duties as a marshal and taking register

· Updating the school website where required
· Compile and distributing parent newsletters in liaison with the Head Teacher 
· Maintaining confidentiality 

· Maintain high standards of professional conduct and personal appearance and to work as a positive team player, demonstrating mutual respect and integrity for others whilst maintaining open and effective communication at all levels within the business.


Disclaimer

The duties, elements, responsibilities, skills, functions, educational factors and the requirements and conditions listed in this job description are representative only and not exclusive of the tasks that any employee may be required to perform. Temple Sowerby C of E Primary School reserves the right to revise this job description at any time

Temple Sowerby C of E Primary School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment in every aspect of their work.
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	JOB DESCRIPTION

	Post title
	Clerk to the Governing Body, Permanent, Part-time

	Responsible to
	Chair of Governors/Headteacher

	Pay grade
	FTE Salary: BS5 £21,968, Pro-rata Salary: £1,141.79

100 hours per annum, term time only

	Role
	To provide administrative support, advice and guidance to the governing board on governance, constitutional and procedural matters

	MAIN DUTIES AND RESPONSIBILITIES

	1. Provide advice to the governing board  

· Advise the board on its core functions and Department for Education (DfE) governance advice, including the Governance Handbook and Competency Framework for Governance;  

· Advise the governing board on relevant legislation and procedural matters where necessary before, during and after meetings; 

· Know where to access appropriate legal advice, support and guidance, and where necessary seek advice and guidance from third parties on behalf of the governing board;

· Inform the governing board of any changes to its responsibilities as a result of a change in school status or changes in the relevant legislation; 

· Advise the board on the regulatory framework for governance (relevant acts and regulations, instrument of government); 

· Offer advice on best practice in governance, including on committee structures and self-evaluation; 

· Ensure that statutory policies are in place, and that staff revise these when necessary; 

· Advise on the annual calendar of governing board meetings and tasks; 

· Send new governors induction materials and ensure they have access to appropriate documents, including any agreed Code of Conduct ; 

· Contribute to the induction of governors taking on new roles, in particular chair of the board or chair of a committee; 

· Identify priorities, anticipate issues which may arise, and draw these matters to the chair’s attention, proposing recommendations.  

2. Effective administration of meetings  

· With the Chair and Headteacher, prepare a focused agenda for governing board meetings and committee meetings; 

· Liaise with those preparing papers to make sure they are available on time, and distribute the agenda and papers as required by legislation; 

· Ensure meetings are quorate;  

· Record the attendance of governors at meetings (including any apologies, minuting whether they have been accepted or not), and take appropriate action in relation to absences;

· Draft minutes of meetings, indicating who is responsible for any agreed action with timescales, and send drafts to the chair and (if agreed by the governing board) the headteacher; 

· Circulate the reviewed draft to all governors/members of the committee, the headteacher (if not a governor) and other relevant bodies, such as the local; authority/foundation/trust as agreed by the governing board and within the timescale agreed with the governing board; 

· Follow-up any agreed action points with those responsible and inform the chair of progress. 

3. Membership   

· Advise governors and appointing bodies in advance of the expiry of a governor’s term of office and the impact of this on the board’s capacity and skills mix;

· Establish, in discussion with the board, open and transparent vacancy filling processes and procedures for election and appointment, so elections or appointments can be organised in a timely manner; 

· Chair the part of the meeting at which the chair is elected, giving procedural advice concerning conduct of this and other elections;  

· Collate and maintain information about governors such as any pecuniary interests and, where required, ensure this information is published on the school’s website;  

· Ensure Disclosure and Barring Service (DBS) and other relevant checks are carried out on any members of the board where it is appropriate to do so;  

· Maintain a record of training undertaken by members of the governing board; 

· Maintain governor meeting attendance records and advise the chair of potential disqualification through lack of attendance;

· Advise the governing board on succession planning (of all roles, not just the chair).  

 4. Manage Information  

· Maintain up to date records of the names, addresses and category of governing board members and their term of office, and inform the governing board and any relevant authorities of any changes to its membership; 

· Maintain copies of current terms of reference and membership of any committees, working parties and any governors with specific oversight of an area e.g. SEND;  

· Maintain a record of signed minutes of meetings in school, and ensure copies are sent to relevant bodies on request and are published as agreed at meetings;  

· Maintain records of governing board correspondence;  

· Ensure copies of statutory policies and other school documents approved by the governing board are kept in the school and published as agreed, for example, on the website.  

5. People and relationships  

· Develop and maintain effective professional working relationships with the chair, the board and executive leaders;  

· Contribute to the coordination of effective learning and development opportunities for those involved in governance, including induction and continuing professional development;  

6. Personal Development   
· Undertake appropriate and regular training to maintain knowledge and improve practice;  

· Keep up to date with current educational developments and legislation affecting school governance;  

7. Additional services 

The clerk may be asked to undertake the following additional duties:  

· Clerk any statutory appeal committees/panels the governing board is required to convene;

· Assist with the elections of parent and staff governors;   

· Maintain a file of relevant DfE, local authority and church authorities (if appropriate) guidance documents;  

· Maintain archive materials; 

· Prepare briefing papers for the governing board, as necessary; 

· Conduct skills audits and advise on training requirements; 

· Perform such other tasks as may be determined by the governing board from time to time.

Review Arrangements:
The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this Job Description from time to time and will consult with the post holder at the appropriate time.
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