ROLE: BUSINESS SUPPORT MANAGER 
Location: National (with flexibility and some travel to regional offices and services)
Reports to: Senior Director of Education Services
Key Stakeholders: Senior and Regional Directors, Headteachers, School Operation Officer Team, HR, Quality & Safeguarding Service
ROLE PURPOSE
The Business Support Manager will play a pivotal role in supporting the effective and efficient running of Compass Community School’s division. This role acts as strategic support to the Directors, with a focus on translating data, operational demands and compliance requirements into clear business plans and actionable insight.
As a connector across operational and support teams, the Business Support Manager ensures that systems, reporting, and governance structures are aligned to deliver high-quality, cost-effective care. This is a key leadership support role for someone who is analytical, proactive, and driven by making operations work better for the benefit of children and teams.
KEY RESPONSIBILITIES
Business Planning & Operational Coordination
· Provide direct administrative and organisational support to the Senior Director of Education Services, including diary coordination, expenses, travel planning, meeting preparation, logistics and documentation tracking.
· Support the Senior and Regional Directors in developing and reviewing strategic and regional business plans.
· Coordinate cross-functional input into divisional initiatives and projects, ensuring timelines, actions and responsibilities are clearly mapped.
· Lead the organisation of operational events such as business reviews, performance meetings and planning forums.
· Clerk to Governors and Quality & Safeguarding Team.
· Support with the coordination / redaction of SARs.
· [bookmark: _Hlk208827793]Ensure exam support is functioning correctly and in line with process.
· Oversee the monitoring of reporting of staff accidents and RIDDOR notifications.
· Through the Business Support Officer and School Operations Officers, monitor regulatory health and safety checks within the Schools and escalate any concerns with the facilities management team.  
· Have oversight of new starters, ensuring welcome information is shared and they are set up correctly on systems.
· Maintain oversight of all registers holding information to ensure all are kept up to date and remain compliant with legislation (i.e. staff, children and health and safety).
· Coordinate the completion of Local Authority data returns. 
Team Management:
· Supervise the Business Support Officer and conduct performance reviews. 
· Ensure high standards of service delivery.
· Allocate tasks, monitor performance, and conduct regular supervision meetings.
· Support staff development through coaching and training.
Systems & Continuous Improvement
· Ensure business processes are well-documented, efficient, and regularly reviewed for improvement.
· Identify opportunities to streamline workflows and enhance reporting, using digital tools and automation where appropriate.
· Act as a liaison between operational leaders and support services, resolving blockers and promoting joined-up working.
· Develop and maintain systems for tracking business-critical metrics across Schools
· Support with System Development e.g. Bromcom/CPOMS.
· Manage resource suppliers and process for best value for money and efficiencies.
· Links with administrative services to deliver their objectives. 
· Deliver training to leaders e.g. systems and processes. 
· Ensure ISS folders remain up to date 
· Ensure Induction documents remain up to date 
· Oversee annual policy updates 
CANDIDATE PROFILE
Qualifications & Experience
· Experience in a business operations or management role, ideally within social care, education or regulated settings.
· Strong numeracy and analytical skills, with experience in interpreting performance and financial data.
· Confident working across multiple systems, tools, and data sources.
Skills & Attributes
· Highly organised, efficient and solution-focused.
· Strong interpersonal skills and ability to work across teams.
· Calm under pressure, with a strategic mindset and high attention to detail.
· Can work flexibly and outside of core hours when required.
· Confident using Microsoft Office, especially Excel and PowerPoint; familiarity with dashboards or reporting tools is an advantage.
SUCCESS IN THIS ROLE LOOKS LIKE
· Leaders are equipped with clear insights and reliable planning tools.
· Business plans are delivered on time and operations are well-coordinated.
· Systems and processes continuously evolve to support safe, high-quality services.
· Performance expectations are understood, compliant and supported across regions.

ABOUT COMPASS COMMUNITY
Compass Community exists to create a future of strength and opportunity for every child. We provide specialist fostering, residential care and education services through an innovative, therapeutic approach that puts children at the centre of everything we do. Our ambition is bold but clear: to be the UK’s leading children’s services provider, reaching more children, being the best place to work in the sector, and transforming children’s services for good — all while maintaining the highest standards of quality and safeguarding.
OUR PEOPLE AND OUR REACH ETHOS
Our people live our REACH ethos every day — we are Resilient, Educators, Accepting, Child-Centred and Holistic. This means we keep showing up, especially when it’s tough, because trust, healing and growth depend on it. We listen, we learn, and we adapt, knowing that change starts with us. We accept every child exactly as they are, and help them belong, connect and thrive. This is who we are and what we stand for — and we expect everyone who joins us to do the same.
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