Lancashire County Council
Role Profile - Operational Context Form

	Post title: School Business Support Officer 2 (Classroom Admin Support)

	Directorate: CYP Schools  
	Location:
	Pendle View Primary School  

	Establishment or team:
	Pendle View Primary School (Special)  
	Post number:
	     

	Grade:
	Grade 4
	Staff 

responsibility:
	Vicky Riley
	Essential Car user:
	Not essential

	Scope of Work – appropriate for this post:
To provide routine clerical / word processing / publisher and reprographic support to teachers.
To provide support for the EHCP Review process when necessary.

To provide support for general office clerical tasks.



	

	General

Use specialist skills / training and experience to support pupils and staff

Create and maintain a purposeful, orderly and productive working environment

Ensure timely and accurate design, preparation and use of specialist equipment / resources / materials for classes

Promote and ensure health and safety

Demonstrate and assist in the safe and effective use of specialist equipment / materials

Work within school policies and procedures

Be aware of confidentiality

Handle and process considerable amounts of information 

Attend and participate in relevant meetings, training and other learning activities and performance development as required 

Classroom Admin Support (Main Role)
Provide general clerical and administrative support for classrooms and the wider school environment

Carry out desktop publishing procedures using publisher and more specialist programmes

Create classroom resources for all classes in school under the direction of class staff

Take photos of pupils and staff as required

Produce displays for public areas of school

Provide admin support e.g. filing etc as required

Annual Review / Office Support (when required)
Provide general clerical and administrative support, including word processing, filing routine correspondence, distributing mail, basic reprographics.

Collate and distribute annual review documentation

Liaison with staff, parents and other professionals in documentation related to Annual Reviews

Collate and distribute End of Year Reports 

Duties and responsibilities of the post may change over time as required and circumstances change.  On occasion, the person in the post may also be required to carry other duties consistent with this grade as directed by the Senior Leadership Team. 

	


	


	Prepared by:
	Fran Clayton (Headteacher)
	Date:
	September 2025


The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.       

Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  

All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.

Safeguarding Commitment 

We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus

We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.
Skills Pledge

We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and /or numeracy if they do not have one already.
Attendance
Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to the school. It is essential that applicants for positions in this school can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work.

