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Job Description  





Job Title: 		School Business Manager
Responsible to: 	Headteacher
Pay Grade:  		H8
Purpose of the Role: 	To work with the Headteacher to manage the administrative and business operations of the school 

General Responsibilities:

· Office Management; to oversee people and system management in the school office
· Finance and Accounting; to ensure the efficient and accurate management of the school’s finance and accounting systems, reporting to the Headteacher and Trust CFO as required.
· HR and payroll; to ensure strategic and efficient management of the school’s HR systems and policies.
· Premises and Estate management; to ensure the schools assets are maintained, developed and used for the good of the school and the local community.
· Health & Safety; to work with the premises team to ensure a health and safety compliant environment

Office Management 
The SBM is responsible for creating and maintaining an office environment which reflects the ethos of the school and provides the administrative and business functions to support the headteacher in the smooth running of the school, this may include;
· Attending  Senior Leadership Team and LSC meetings as required, 
· Influencing strategic decision making within the school
· Developing and maintaining systems of communication within the schools and with wider stakeholders, such as websites, blogs, news feeds etc…
· Liaising with staff, parents and carers, pupils and external agencies
· Line-managing, and overseeing the work of the administrative and premises staff, ensuring that they carry out their responsibilities efficiently and effectively and taking action if this is not the case. To include annual appraisal and performance management.
· Planning, developing, organising and monitoring admin and support systems and procedures
· Undertaking analysis and interpretation of data, producing detailed reports and complex information 
· Providing support, advice and guidance on administrative issues 
· Ensuring GDPR compliance in all admin systems 
· Contribute to the marketing and promotion of the School 
· Identifying and managing the arrangements related to absence cover, including completing time sheets and records. 

Finance and Accounting
The SBM is responsible for the strategic management of the schools financial systems, working with the trust central team to ensure ‘best value’ is achieved in all aspects of the schools operations. The management of the school’s finance and accounting systems should be efficient and effective, reporting to the Headteacher and Trust CFO as required. This will include;
· Having an oversight of all matters relating to the school’s finances, including cash-flow, month end procedures– including VAT, income & expenditure, monitoring and reporting the school budget 
· Working with the central team to lead the internal or external audit of the school’s finances in school.  To ensure any recommended actions are progressed and reported to the CFO. 
· Along with the Trust, reviewing contracts with suppliers to ensure they represent best value. To monitor annual Service Level Agreements considering their suitability and recommending changes to the Head Teachers if necessary.  

Human Resources and Payroll
The SBM is responsible for working with the headteacher to ensure the strategic and efficient management of the school’s HR systems and policies.  This will include;
· Ensuring all school systems and records meet statutory compliance standards, including
· safeguarding requirements 
· GDPR requirements
· Being responsible for DBS and other checks, ensuring the Single Central Record is up to date at all times
· To work with the Trust’s central team, pension schemes and other agencies to ensure pay and rewards are accurate.
· Being an initial port of call for payroll and pension queries, signposting to further support when appropriate

Premises and Estate Management 
The SBM is responsible for working with the premises team to ensure the schools building and grounds, fixtures and fittings are maintained, developed and used for the good of the school and the local community. This may include line management of the site manager and will include;
· Ensuring the necessary contracts, licences and insurances required are in place e.g. sickness insurance, buildings insurance, data protection, TV licence
· Monitoring service contracts, licenses and insurance
· Coordinating the purchase, repair and maintenance of furniture and fittings 
· Managing improvement projects or refurbishments; obtaining tenders, liaising with project managers, architects and building contractors
· Managing lettings and the use of the premises for the use of outside organisations and the local community and to generate income for the school.

Health and safety
The SBM is responsible for working with the premises team to ensure a health and safety compliant environment, with risk assessments in place. This will include;
· Being well informed about Health and Safety regulations and ensuring they are implemented at all times, that practice is regularly review and revised as required
· Ensuring systems are in place for effective monitoring, measuring and reporting of health and safety issues, including to the Health & Safety Executive
· Ensuring the annual health and safety review and fire risk assessment is up to date and a competent health and safety officer is appointed

	Knowledge 
Knowledge of administration policies and procedures
Good knowledge of ICT packages and systems (Word, Powerpoint, Excel, SIMS, FMS) 
NVQ level 4 (or equivalent) in business and administration 
Working at level 1 of the NASBM professional standards
Level 1 Safeguarding 
Understanding of the Schools ethos and values
	Competencies 
Communication (written and verbal)
Confidentiality
People Management
Influencing 
Listening 
Monitoring & detail Handling
Analytical Thinking 
Finance / Budget management 



The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary. This job description will be reviewed at least annually as part of your Performance Development conversation.

Spiral Partnership Trust actively encourages and supports the safeguarding and protection of all its pupils. This post is subject to enhanced DBS disclosure.
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