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JOB DESCRIPTION
Job Title:
Business Support Manager (0.6)
Reporting To:
Scheme Manager 
Main Role 
The Business Manager will support the Scheme Manager to align the delivery of services to corporate business goals and will have the responsibility for preparing financial schedules, reporting risk and compliance management, communications and other activities and initiatives. The Business Support Manager is a new post reporting to the Scheme Manager. The post holder will be a member of the management team.  The role will be instrumental in assessing and implementing systems of reporting and administration as well as taking forward new initiatives to benefit learners and staff and volunteers. 
Personnel 

1. Support managers in HR aspects – recruitment, staff development and appraisals, disciplinary action etc. ensuring that policies and procedures are followed.   

2. Oversee annual leave and absence arrangements ensuring that they comply with procedures and work with senior managers to support them on any actions to be taken. 

3. Set up systems for personnel record keeping and support managers and staff to implement them. Monitor compliance and assist with record keeping
4. Support managers with the process of recruiting staff e.g. advertising roles, interview arrangements and employment checks 

5. Liaise with external HR advisors to support managers dealing with staff issues

6. Maintain Single Central Register for staff employment checks inc. DBS checks.

Communications 

7. Draft communications on behalf of the Scheme Manager to staff, Trustees and external stakeholders. These include general communications, drafting website material, general publicity and reports.
8. Work with the Scheme Manager to produce and update a communications strategy for internal and external stakeholders: 

Internal - Staff, learners and parents, volunteers and trustees
External – Donors, grant makers, organisations, local community and general public

9. Review internal communications and lead on implementing the internal communications strategy e.g. collating and producing internal communications material.
10. Set up and maintain a system to track all grants and donation to ensure that all appropriate communications and responses undertaken timely manner in liaison with managers. 
11. Support the Scheme Manager in commissioning the design of a new website.  Co-ordinating the regular update of the website and social media with relevant material.  

Finance 

12. Set up systems and procedures to ensure accounting records are supported by adequate documentation and review processes to ensure they comply with good practice. 
13. Take delegated duties from the Scheme Manager to support the analysis of income and expenditure, budget monitoring and planning for future years and provide financial administration support as required. 
14. Monitor financial processes and record keeping to ensure compliance with internal financial controls.

15. Set up and implement systems to improve financial controls with particular focus on non-pay expenditure.  

16. Support the Scheme Manager in providing reports to statutory funders and liaise with managers to ensure all information is provided to funders on time and to the required standard. 

17. Support the preparation of the fortnightly payroll and monthly payroll prior to approval.
Reports, Returns and Trustee Meetings 
18. Develop and maintain a reporting cycle for statutory deadlines and Trustee meetings in liaison with the Scheme Manager 
19. Ensure that all returns and reports are prepared and submitted to meet deadlines. This will require liaison with external providers (accountants, auditor).   Responsible for the collation and delivery of papers for the Trustee Meetings.  

20. Support the Scheme Manager in implementing as appropriate, preparation for and follow up action items related to such meetings, including minute taking where necessary.
Business Support 

21. Understand the organisational policies and procedures that are necessary to ensure appropriate decision-making protocols are followed. Set up systems to monitor compliance with procedures and provide reports and analysis as necessary. Work with managers to review and if necessary revise policies and operating policies for approval and implementation. 

22. Support the Scheme Manager in setting up detailed project plans, undertaking preliminary research and reviewing options for specific initiatives. This includes organisational wide priorities such as new information systems, capital works and other developments.
General Management Duties 
23. To work within the Management and Administration team to ensure the smooth operation of the Harington Scheme and provide cover for team members as appropriate. 

24. To contribute to the management team on all aspects of organisational development. 
25. Being fully responsible for the maintenance of personal health and safety and the development of safe working practices. 

26. To comply with and support the development of Harington policies and procedures. 

27. To undertake regular performance monitoring against delivery/work plans. 

28. To carry out any other tasks that may be required commensurate with the grade 

This post involves working closely with young people and vulnerable adults therefore appointment will be subject to an Enhanced CRB Disclosure with Barred List checks.

This job description will be reviewed annually  - Version July 2017

Salary:

Starting Salay £31,533 to £32,159


£31,533 to £32,159 (Grade C) 

Hours:

22.5 hours a week over 3 days (Work days to be agreed within office hours must inc. Friday) 
Normal office hours for Harington are Monday – Friday ((8.00 am to 5.00pm)
Annual Leave:

25 days rising to 30 after 5 years service (pro-rata at 0.6)
Job Title:
Business Support Manager (0.6)
	Selection Criteria 
	Essential (E) Desirable (D)
	Assessment method

	Qualifications 
	
	

	GCSE English and Maths Grade A*-C or equivalent
	E
	C

	Experience 
	
	

	Experience of working in a similar role at a senior level or demonstration of transferable skills and capability to learn a new role. 
	E
	AF, I

	Experience of working independently on non-routine matters and exercising judgement and decision making skills across the work area.
	E
	AF, I

	Experience of working on own initiative and handling complex enquiries from the public, service users and carers
	E
	AF, I

	Experience of working in a busy office and meeting deadlines


	E
	AF, I

	Knowledge 
	
	

	A confident IT user with a thorough working knowledge of Microsoft packages – Word, PowerPoint, Excel (creation of spreadsheets, basic macros and presentations into Word and Powerpoint documents)
	E
	AF, I

	Skills and abilities 
	
	

	Good standard of written and spoken English and a high level of numeracy


	E
	AF, I

	Trustworthy and discrete 
	E
	I

	Enthusiastic and positive approach
	E
	I

	Self-motivated and disciplined
	E
	I

	Strong attention to detail, including financial data
	E
	AF, I

	A real all-rounder with strong interpersonal skills
	E
	I

	Equally importantly is the desire to work in an organisation that supports individuals to reach their full potential.
	E
	I

	Excellent organisational skills, with proven ability to prioritise and operate in a busy environment
	E
	AF, I

	Other  
	
	

	Commitment to safeguarding and improving the well-being of children and vulnerable adults and ability to follow safeguarding and Prevent procedures.
	E
	I

	Knowledge of/commitment to equality of opportunity and ability to promote this in all aspects of work. 
	E
	I

	Willing to undertake continuous professional development as necessary.
	E
	I


ASSESSMENT METHOD KEY: AF = Application Form C = Certificate and I = Interview 

