Lancashire County Council

	Post title: School Business Support Officer 3

	Directorate: CYP Schools  
	Location:
	Padiham

	Establishment or team:
	Padiham Primary School  
	Post number:
	     

	Grade:
	Grade 5

Points 6 - 11
	Staff 

responsibility:
	No
	Responsible to:
	Business Manager

	Scope of Work – appropriate for this post:

Working independently on a varied range of tasks which may require the use of some analysis and judgement to complete including, but not limited to, being responsible for co-ordinating, monitoring and organising administrative/clerical or financial systems and procedures for the school.  There may be a requirement to provide support and guidance to other members of staff and be able to deal with correspondence or enquiries and co-ordinating, monitoring and managing administrative/clerical activities or financial processes.


	Accountabilities/Responsibilities – appropriate for this post:

Administrative/Teacher/Pupil Support

· Undertake reception duties including answering the telephone; responding to visitors, parents and dealing with enquiries.

· Responsible for the school’s electronic attendance database, including maintenance and monitoring of the attendance records/absences in line with legislation and regulations 

· Undertake first day contact of parents / carers 

· Produce lists, information and run reports relating to attendance data, as requested

· To assist with the administering of all aspects of the student leave of absence process including submitting evidence to LCC

· Liaise with the Court Officer as required.

· Responsible for school administrative activities including administration of financial processes. 

· Contributing to the planning, development and delivery of support services and procedures.

· Maintenance of manual and computerised records.

· Assist in school marketing and promotion.

· Day to day management of the school's operational areas.

· To maintain records and student files as appropriate.

· To be familiar with all aspects of school finance and use SIMS FMS when required.

General Duties

· To work within school policies and procedures.

· To contribute to the provision of an effective environment for learning.

· To support the promotion of positive relationships with parents and outside agencies.

· To attend skill training and participate in personal/performance development as required.

· To take care for their own and other people's health and safety.

· To be aware of the confidential nature of issues.

· To be familiar with and adhere to all school policies

	

	


	

	Additional Information:



	Prepared by:
	Janice Mellor
	Date:
	24.04.2025


