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St.Andrew’s C.E. Primary School

Appointment of Business Support Officer
Information for applicants

Closing Date: Midday – 22nd April 2024
Interview Date: 29th April 2024
Vision: “Shine like stars in the dark world.” Philippians 2:15

At St Andrew's we want our children to have the brightest futures, each one nurtured individually to be a shining light with their own unique twinkle. We encourage our children to have high aspirations and to always try their best, knowing that they are at the centre of everything we do. We teach one another to have respect, to achieve and to have fun. We help our children to understand that with trust, compassion, friendship and forgiveness they can shine. Our vision draws inspiration from Philippians 2:15-16 (NCV) "Then you will shine like stars in the dark world."
The Governors are looking to appoint a suitably qualified person whose attributes, skills and knowledge can be put to good use at our school. Our vision is reflected in the Mission Statement and Aims of celebrating achievement and of helping pupils to achieve their potential by building on strengths and supporting weaknesses. 

Description of the School
St. Andrews is a Group 2 CE (Controlled) Primary School with 306 pupils on roll at the present time, a pre-school of an additional 32 pupils and a 2 year old room with 20 pupils.  The school intake number is 45.  There is currently a rising roll at the school. 

The school is situated in an urban area on the edge of countryside and is within easy reach of M6, M65 and M66 motorways.  It serves a varied catchment area giving a mix of children from local terraced accommodation and newer private and council estates.

The school is in the Parish of Immanuel, St Paul’s and All Saints. It has a mutually supportive relationship with the church, but use of church buildings is limited by the distance between church and school.  

The teaching establishment is Head, 2 Assistant Headteachers and 12 teachers.  Teaching staff are supported by a number of non-teaching staff who are included in planning and development process and are valued members of the school community. 
If you decide to apply for this role, please complete the attached application form.  Please discuss how your experience and/or qualifications have prepared you for this role and any additional qualities you will be able to bring to our school. 

If you require any other information or would like to see what a typical day looks like at St Andrew’s, please have a look at our website.  Here is a list of the main duties for this role:
FACE OF SCHOOL:

Being the first point of contact for all visitors to the school.  Dealing with parents, calls, orders, trips, medicines etc, completing the census return
FINANCE:

Input of orders, create invoices and BACS payment runs, Monitor cost centres (income/expenditure) and school bank account, Preparation of month end reports for monthly reconciliation, Journals/Virements, Asset management, Parent finance queries, dinner money payments.  Attending and clerking for the Resources Committee.
HR: 

New appointments, contract changes and terminations, Create and maintain all staff files and carry out relevant safeguarding checks, recruitment, absence recording and monitoring, 

Month end returns – absences, special leave, claims and changes, Update SIMS with contract changes, staff changes etc, Dealing with pay related queries/contract queries etc

New contract/change letters, SCR /Staff Safe– maintain and update, Attend and minute HR related meetings, 

SIMS:

Set up of new academic year – collect and input all data for new pupils which includes new Reception children and In Year admissions, CTFs, data transfer, Creating and printing reports for various requests, Wizards – Install, set up, input data and create reports, upload to appropriate destination 

REFERRALS:

Children Missing in Education, Persistent absence, Elective Home Education, Fixed penalties 

Children On/Roll

OUT OF SCHOOL CLUBS:

Payments, bookings, finance for parents, 

PREMISES:

Contacting Beacon/contractors
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