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Job Description

Job Title: School Business Manager
Salary Scale: SM5
Start: July 2026
Reporting to: Headteacher
_________________________________________________________________________
  
Job Purpose 
The School Business Manager is the school’s leading support staff professional and works to assist the Headteacher in their duty to ensure that the school meets its educational priorities and takes a lead role in helping them formulate the long-term business and financial strategy for the school.
The School Business Manager promotes the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives. The School Business Manager is responsible for the financial management, administrative management, human resource management, facility and property management, catering, cleaning and health and safety management of the school.
The School Business Manager is a member of the School Leadership Team who under the leadership of the Headteacher work together to:

Formulate the aims and objectives of the school
establish policies through which they shall be achieved
manage staff and resources to that end
monitor progress towards their achievement


Qualities
The School Business Manager will:
Maintain high standards of ethics and professional conduct
Build positive and respectful relationships across the school community
Serve in the best interests of the school’s pupils
Have high expectations of young people and staff


Duties and responsibilities:

Strategy and improvement

Be proactive in advising the Headteacher, Senior Leadership Team (SLT) and Governing Body of the finances and business affairs of the school
Play a central role in the SLT, regularly presenting and advising at SLT meetings, Governors’ Resources Committee meetings
Line manage associated staff and create and maintain a culture of high expectations
With the Headteacher, SLT and Governing Body provide stability and protection, as far as possible, from unforeseen adverse changes in admissions, funding and other adverse changes in the economic climate
Support the Headteacher and work in partnership with the SLT in the day-to day management and smooth running of the school, maintaining high visibility and a proactive presence within the school community
Oversee the risk management and disaster recovery processes and procedures
Oversee, create and update relevant policies related to the role as directed by the Headteacher
Undertake any other reasonable duties as requested and delegated by the Headteacher

Finance Resource Management

Develop and implement the school’s financial strategy by carrying out financial modelling, enabling well-informed strategic decisions and ensuring that the school is properly resourced and financially effective
Ensure accurate financial records are maintained and reported on a regular basis to the Headteacher, SLT and Governors including the Schools Financial Value Standard, the 3 year budget, quarterly returns and any other relevant financial self-evaluation documents
Allocate and manage the school budget, overseeing the separate accounts held by budget holders and ensure that they remain within their allocation
Work with the Deputy Headteacher Curriculum to ensure the curriculum is fully budgeted and financially viable using the principles of ICFP
Line manage the Finance team and ensure they operate in accordance with financial regulations
In conjunction with the Finance team have an overview of fee collection, cash handling, banking and the cashless payment system and ensure that outstanding fees are managed according to policy
Represent the school at the LA Finance Forum and other SBM networking groups as appropriate
Maximise income generation and ensure that it achieves its given target
Monitor the Private and Trustee Account
Be responsible for the development and operation of effective purchasing, tendering and procurement procedures, ensuring best value principles are met across the school
Liaise with the appropriate school personnel and appropriate outside agencies over the preparation of Service Level Agreements
Ensure that all financial returns are accurate, on-time, in the correct format and sent to relevant bodies
Manage the relationship with and maintain the confidence of bankers, solicitors, auditors and insurance brokers
Ensure that the Headteacher is kept up to date with insurance matters
Represent the school when auditors inspect our financial records and procedures
Monitor, share and challenge spending of the Pupil Premium and High Needs funding
Monitor the accurate completion of the census to ensure appropriate funding is allocated to the school

Facilities and Property Management

Oversee the work of the Premises Manager, ensuring the proper safety. maintenance and repair of the school is carried out with minimum disruption to the school
Devise a development plan and maintenance schedule with the Premises Manager, Headteacher and Governors for premises upkeep and refurbishment
Oversee the asset management register
Project manage all minor and major capital schemes, identifying appropriate funding sources and liaising with the Local Authority and external contractors
Be part of the working party for the School Rebuilding Programme. Acting as the main link between the school, contractors and government agencies, ensuring projects remain on budget and on schedule
Oversee premises security including, CCTV systems, access control, visitor management, working in partnership with the Premises Manager and Headteacher
Monitor, assess and review contractual obligations for outsourced school services
Maximise income from lettings and agree, monitor and review the lettings arrangements with the external letting agent

Catering and Cleaning

Manage the catering and cleaning services, ensuring they are effectively monitored and provide value for money in accordance with the contract terms
Monitor the quality of service from the caterers and cleaners and raise any concerns on behalf of the school as required
Monitor income generated from catering and the expenditure from both services to ensure best value
Monitor catering suppliers' menu to ensure nutritional standards are maintained and that we meet the Healthy Schools benchmarks
Oversee the contracts and carry out relevant tendering procedures in a timely manner as contracts come up for renewal

Health and Safety 

Act as the Health & Safety Officer in conjunction with the Premises Manager managing, monitoring and reviewing all related matters
Ensure Risk Assessments are updated annually by the relevant member of staff and ensure new/revised regulations are adopted and implemented
Ensure annual health and safety audits are completed and any subsequent action implemented and associated training organised
Ensure the accurate reporting of accidents to RIDDOR, the Headteacher and Governors;
Manage the Premises Manager in relation to Fire procedures and the annual practice fire and lockdown drills
Liaise with the Health and Safety Governor regarding termly visits and report to Governors at the Governors Resources Committee
Ensure the school’s written Health and Safety policy statement is clearly communicated, implemented and regularly reviewed
Ensure the Premises Manager arranges timely monitoring of legionella and asbestos

Human Resources (HR)

Oversee all support staff and continually evaluate and review their performance through appraisal;
Line manage the ASBM, overseeing their work to ensure relevant policies and procedures across the school are consistently upheld
Ensure payroll is completed accurately by the ASBM and make necessary changes in light of staff salaries
Work with the ASBM to ensure all relevant HR policies, including from the Local Authority and Diocese, are adopted and upheld including safeguarding, disciplinary, grievance, absence management policies
Have oversight of HR processes in the school 
Employee Responsibilities:
Play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example
Carry out all duties and responsibilities in accordance with the school’s Mission Statement, Staff Code of Conduct, policies, current practice and your duty of care for the students’ well-being and safety
Employees are expected to be courteous to colleagues and provide a welcoming environment to all visitors and telephone caller
Fulfil your duty of care for all the students in classrooms and around the buildings
Work flexibly as a member of a team, and undertake such other duties as may be required within the scope of this post
Deal with enquiries efficiently and sensitively
Attend and participate in relevant meetings, training, performance development and other activities as required
Liaise with parents/carers in a calm and professional manner, dealing with enquiries and complaints, and being mindful of the school’s reputation

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified
All staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working
St Ignatius College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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