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Role Profile 

Role Title Business Support II 

Reference Number RP004S 

Job Category School  

Zone Front Line 

Grade 3 

Role Purpose 

To provide efficient and effective reception, clerical and administrative support to school staff, to enable 
them to maximise their delivery and assist in achieving its purpose and objectives.   
 
The role will undertake a range of basic administrative tasks as required and requested, with support from 
senior colleagues and the School Business Manager.  

Accountabilities 

▪ Provide routine business support as requested and required, such as printing and photocopying, and 
processing incoming/outgoing mail/correspondence to support the team. 

▪ Act as a point of contact for school visitors, following sign in procedures and site safety where 
appropriate and ensuring all queries are dealt with politely, swiftly and professionally to ensure a 
customer focused Service is provided.  

▪ Manage and organise the School Reception area, ensuring late students are welcomed and registered 
for school, and deliveries and student property is stored safely.  

▪ Collate simple information and undertake defined word processing and other ICT-related tasks such as 
maintaining school information systems, records or databases, to inform monitoring and decision making, 
and support school reporting including to the LA and DfE.   

▪ Undertake meeting support to the School Leadership Team including diary management, room bookings 
and minute taking, to ensure defined schedules are achieved and records maintained.  

▪ Where required and instructed, liaise with external suppliers to place orders, or obtain quotes, check 
invoices or purchase orders against defined requirements.  

▪ Support the School Business Manager with HR Administration including the updating of staff records and 
absence recording and the booking of supply teachers, casual cover together with their payment. 

▪ Provide support, including keeping up to date with relevant training, on areas such as health and safety, 
safeguarding procedures and first aid 

Knowledge / Skills / Experience required 

▪ GCSE level qualification, or equivalent, or relevant experience. 

▪ Some knowledge of School environments. 

▪ Basic knowledge of standard ICT packages, such as Word and Excel.   

▪ Knowledge of administrative procedures and processes.  
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▪ Experience of providing business/administrative support services.  

▪ Ability to communicate with a range of stakeholders in a polite and efficient manner.  

▪ Ability to reprioritise tasks according to need and urgency.  

Dimensions of role 

▪ This role does not have any supervisory or management requirements.   

▪ This role does not manage any direct budgets.  

▪ Planning will typically be over the period of a day, mainly responding to the requests of others.  

 

Working Conditions    

Aspects of the role that have a material impact on the nature of the job, once all reasonable actions have 

been taken to moderate or eliminate them: 

▪ The role does not have any physical demands that have a material impact on the nature of the role. 
▪ The role does not have any environmental demands that have a material impact on the nature of the role. 
▪ The role needs to maintain vigilance / alertness / concentration in the face of a moderate degree of 

repetition and monotony, to ensure accuracy or safety. 
▪ The role has occasional indirect exposure to traumatic/distressing situations or circumstances, and 

occasional exposure to moderately challenging or confrontational behaviour 
▪ The role is based in a school working environment and requires an individual to be adaptable, flexible 

and responsive to unexpected situations. 

Additional Information 

This role profile only contains the main accountabilities relating to this post and does not describe in detail 

all the duties required to carry them out. This job profile is not a complete list of duties but gives a general 

indication of the range of work undertaken. At [INSERT School Name] we operate with a high degree of 

collaboration and flexibility, therefore over time post holders are expected to undertake any other duties 

commensurate with the general level of responsibility of the post.   

This school is committed to safeguarding and promoting the welfare of children and young people and 

requires all staff and volunteers to share this commitment.  It is an essential requirement that all staff are 

aware of the school’s safeguarding policies and procedures.  

The postholder will be expected to contribute to the protection of children as appropriate, in accordance with 

any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager or 

the Designated Safeguarding Lead.  

As this post holder will be working in regulated activity, an Enhanced Disclosure and Barring Service (DBS) 

check will be required prior to commencement of employment.  Individuals will be expected to provide 

details of their disclosure as soon as they receive it or if they are registered with the DBS Update Service to 

have given their permission for access to their online record. 


