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	CITY of SHEFFIELD

JOB DESCRIPTION

	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	BENTS GREEN SCHOOL

	POST TITLE
	BUSINESS SUPPORT OFFICER – Annual Reviews

	ROLE PROFILE
	BUSINESS SUPPORT BS2.5

	JOB NUMBER
	SCH/NGPS/0316

	GRADE
	GRADE 4


	RESPONSIBLE TO
	RELEVANT MEMBER OF LEADERSHIP TEAM/OFFICE MANAGER

	RESPONSIBLE FOR
	

	HOLIDAY AND SICKNESS COVER
	OTHER MEMBERS OF THE ADMINISTRATIVE TEAM

	PURPOSE OF JOB
	Under the guidance of the Leadership Team, be responsible for undertaking the administrative and organisational processes associated with Annual Reviews. 

Assist with the planning and development of Annual Review Administration systems.



	RELEVANT QUALIFICATIONS
	· NVQ 3 IN BUSINESS AND ADMINISTRATION OR EQUIVALENT QUALIFICATION OR EXPERIENCE IN RELEVANT DISCIPLINE
· GOOD NUMERACY/LITERACY SKILLS



	JOB DESCRIPTION FOR POST OF:-  ADMINISTRATION OFFICER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
MAIN DUTIES AND RESPONSIBILITIES

	1 DUTIES

	Organisation
· Assist with the planning, development and organisation of the Annual Review administration systems/procedures/policies

· To prioritise tasks in order to meet necessary schedules and deadlines 
· To liaise between staff, students, parents, professionals and outside agencies

· As a member of the school’s administration team, support whole school administrative processes.
· To provide adhoc clerking services, minute taking and relief reception duties to the school as required.
Administration
Provide a high level of administrative support, maintain manual and computerised records/information systems and produce reports/information/data to:
· Create the Annual Review appointment timetable for the academic year.

· Inform parents, professionals and outside agencies of allocated appointments.

· Collate and circulate reports and papers required for the meeting within the statutory timeframe.
· Attend meetings and take accurate notes and effective minutes from which to update students’ Educational Health Care Plans (EHCPs) ready for approval by the Leadership Team.

· Distribute updated EHCPs to relevant parties within the statutory timeframe.

· Devising and maintaining support plans and Preparation for Adulthood (PFA) data.

Resources

· Operate relevant equipment/complex ICT packages

· Provide advice and guidance to staff, students and others

· Undertake research and obtain information to inform decisions



	2 RESPONSIBILITIES



	· Be aware of and comply with 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 ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals as appropriate including the development and forging of links with other schools either directly or through the attendance at user groups/forums as necessary.
· Attend and participate in relevant meetings as required. 
· Participate in training and other learning activities and performance development as required.


Any other duties and responsibilities appropriate to the grade and role.
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.

September 2021
Personal Specification
Post Title:
Business Support Officer

	Minimum Essential Requirements
	Assessment Method

	Knowledge and Experience
	

	Proficiency in the use of development of ICT for word processing, accessing and inputting data in to specialist software and communicating by email.
	AF/I

	The ability to organise and prioritise workload with a minimum of supervision, and to work to tight deadlines.
	AF/I

	An understanding of and commitment to customer care standards, with the ability to translate that into effective service delivery.
	AF/I

	A positive approach to the need for continuous service improvement.
	AF/I

	An awareness of equal opportunities policies, including how the relate to helping customers and in day to day office work.
	AF/I

	A high standard of written communication.  Capable of minuting discussions effectively, accurately and appropriately and being mindful of the sensitive nature of some discussions.  
	AF/I

	A good standard of verbal communication and the ability and confidence to input during meetings when it is procedurally appropriate to do so.  
	AF/I

	A high level of personal responsibility and confidentiality.
	AF/I

	A good record keeper.
	AF/I

	An effective team player.
	AF/I

	Skills and Abilities
	

	A high standard of written communication.  Capable of minuting discussions effectively, accurately and appropriately and being mindful of the sensitive nature of some discussions.  
	AF/I

	A good standard of verbal communication and the ability and confidence to input during meetings when it is procedurally appropriate to do so.
	AF/I

	A high level of personal responsibility and confidentiality.
	AF/I

	A good record keeper.
	AF/I

	An effective team player.
	AF/I

	Behaviours 
	

	Positively seeks to do things better.  Participates in opportunities, challenges and changes.
	AF/I

	Understands and works to the values set out in the school’s vision, values people as individuals, show respect and positive regard for others.  
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