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School Business Manager - Job Description

Post:					School Business Manager

Accountable to:				Headteacher, with dotted line to Trust CFOO

Grade Scale Point Range:		JE9 SCP 36 - 40

Salary Range:				£51,228 - £55,353

Working Pattern:	The role is full-time, 35 hours per week, all year round, with 29 days annual leave plus bank holidays. We would welcome discussions about the possibility of reduced hours or ‘term-time plus’ but we expect the role to require a minimum of 0.8FTE across the year.

Location:	Galleywall City of London Academy. Travel to other Trust Academies and the central offices (all within London) will be required.

Disclosure level:			Enhanced

Responsible for:	Operational leadership and management of the financial, operational and business support functions at the Academy.

Main Purpose:

· Leads the efficient and secure administration, management and monitoring of the academy’s financial and administrative functions on a day-to-day basis, reporting to the Headteacher and in liaison with the central Trust team.
· Line management of a range of staff, mostly on the administrative side of the school.
· Promotes the highest standards of business ethos within the business support function of the academy and supports the academy’s leadership team in ensuring the most effective use of resources in support of learning objectives. 
· Be a team player with a desire to embed yourself in the day-to-day running of a vibrant primary school community.
· Be responsible for the School Office, Finance, Estates, HR, Catering, Medical and Health and Safety functions at the Academy. Liaise and work collaboratively with colleagues across the Trust to ensure Trust policies and procedures are embedded and operating as intended and that best practice is shared across the Trust.
· Play a full part as a senior leader within the school. 
· CoLAT strives to ensure all colleagues throughout the Trust feel part of a single team, unified in our vision for all of our pupils. This role is a key part of ensuring this happens through positive two-way communication from your Academy to and from the Central Trust Directorates (Finance, HR, IT, Estates and Governance). 






Key Accountabilities 
Liaison with the Central Trust Team and other Academies
The central team will provide support, guidance and direction to ensure you are able to discharge your duties effectively at the Academy. You will be able to ensure that the specific strengths, challenges and context of your Academy are appropriately understood and taken account of in wider Trust planning.
· You should ensure that you are up to date with all Trust policies, procedures and ways-of-working.
· You should ensure that you keep Trust colleagues fully up to date with all key occurrences at your Academy.
· Regularly meet and liaise with colleagues at other Academies within the Trust to share best practice.

Leadership, Management & Strategy 
· Working closely with the Headteacher and SLT colleagues on the strategic development, ensuring the best possible use of resources through effective planning and risk management.
· Provide clear information, advice and recommendations to the Headteacher, Local Board (LB), School Leaders and the Trust central team regarding the strategic development of support services and best use of assets in order to deliver high expectation outcomes for students.
· Attend the Academy’s Local Board and appropriate sub-committee meetings and Senior Leadership Team meetings, proactively preparing papers/reports as required.
· Support the Local Board and sub-committees in ensuring effective clerking services are in place.
· Represent the Academy at relevant Trust meetings where appropriate.
· Lead and line manage relevant operational teams ensuring an effective and efficient service to each academy by delivering training, managing performance and modelling effective behaviours.
· Be the primary contact for the out-sourced premises and catering contracts.

Human Resource Management  
To be the lead on Human Resource matters, supported by the central Trust HR Team.
· Liaise with the Headteacher to manage staffing budgets and forecasts
· Ensure that all Trust HR policies and processes are being implemented and provide support where necessary. 
· Liaise with the Trust HR Team on Trust policies, procedures and projects, and when specific HR advice or guidance is needed.
· Liaise with the central Trust HR team to advise the Headteacher on HR matters.
· Ensure all employee relations cases within the Academy are managed effectively and efficiently.
· Oversee performance management process and appraisal process for all staff (teaching and support) in conjunction with the Senior Leadership Teams.
· Ensure all staffing and contract changes are correctly processed onto payroll.
· Review and approve, with the Headteacher payroll each month in line with Trust procedures.
· With the support of the Trust HR Team, ensure all HR related reporting and compliance is adhered to, including HMRC and pension funds.
· Ensure HR processes are completed including contracts, letters, DBS checks and safer recruitment compliance.
· Support recruitment, onboarding/offboarding, and maintain accurate staff records.

Catering
Oversee the catering operation at the Academy to ensure:
· Out-sourced catering contracts are being monitored, to include quality of service delivery, fulfilment of contractual obligations and KPIs.
· The academy is receiving a catering service to meet its needs, and the service is monitored to continually improve the quality, to include external audits as appropriate.
· Catering income and expenditure are properly managed and reported.
· All aspects of hygiene, health and safety comply with current legislation and regular updated records are kept.

Financial Planning, Budget Management and Financial Reporting 
· Ensure an effective system of internal control is maintained at (in accordance with the Trust Finance Policies and the Academy Trust Handbook), including monitoring and evaluating the effectiveness and efficiency of all financial systems, policies and procedures.
· In liaison with the Trust Finance Team and the Headteacher, prepare a realistic and balanced budget each year, submit the proposed budget to the Local Board for approval, and lead on the overall 3-5-year strategic financial planning process for your academy (again with support from the Trust Finance Team).
· Review and input into the monthly management accounts in accordance with the Trust Finance Policies and the requirements of the Local Board meetings.  
· Monitor income and expenditure in relation to the agreed budget to actively monitor and control performance and to achieve value for money.
· Identify and inform the Headteacher, Governors and the Central Finance Team of any causes of significant variance and suggest prompt corrective action.
· Prepare regular re-forecasting (using the forecast tool provided by the Trust) to give an up-to-date view on likely outturn for the next 12 months.
· Provide ongoing budgetary information and reports to relevant colleagues in the academy and Trust.
· In liaison with the Headteacher and Trust Finance Team, prepare documents and present at the Trust annual Finance Scrutiny meeting.
· Monitor local authority, DfE income and other grant income to ensure all available funding is being claimed.
· Support and advise academy leaders on strategic financial planning and budget management to best support teaching and learning requirements. 
· Seek and administer new sources of revenue for each academy, including working with the Corporation of London and other City institutions.
· Assist the Trust Accounting Officer and Chief Financial & Operating Officer in discharging their responsibilities in accordance with statutory and regulatory requirements. 
· Liaise with and ensure the completion of all financial returns to the Trust, DfE, ESFA and any other external agencies. 
· Oversee and manage procurement and tendering processes and have overall oversight of all contracts in line with the Trust Finance and Procurement policies, the Trust Scheme of Delegation and the Academy Trust Handbook.
· Input into internal and external financial audits for the Academy, as required, in liaison with the Trust CFOO and the Trust Finance Team.
· Ensure any recommendations from the external and internal auditors are implemented.
· Advise academy leaders, LB members and the Trust CFOO if fraudulent activities are suspected or uncovered.

Estates & Facilities Management
Manage the Facilities Management on-site team, and liaising with the central Trust Estates Team to ensure: 
· The delivery of a professional, efficient and cost-effective Facilities Management service to the Academy, ensuring the site is safe, accessible, compliant and fully functional, in accordance with Trust Premises Management Policies and Procedures and all relevant legislation.
· Line management of the Site Manager and liaison with other schools within the Trust regarding services sub-contracted by them to the school.
· The safe maintenance and secure operation of the premises to ensure the safety and comfort of staff, students and visitors and to provide a secure and optimal learning environment.
· The continuing availability of utilities, site services and equipment.
· Out-sourced facilities management contracts are being monitored effectively, to include quality of service delivery, fulfilment of contractual obligations and KPIs.
· Building works and refurbishments and planned and executed, and asset management and forward maintenance plans are developed and updated.
· Premises costs are properly managed and reported.
· A proactive Health and Safety environment and routines are embedded and maintained across all sites and systems are in place for effective monitoring, measurement and reporting of health and safety issues to the Senior Leadership Team, Governors, the central Trust team and (where appropriate) the Health & Safety Executive.
· Manage the letting of academy premises to external organisations, for the development of the extended services and local community requirements.

Risk Management and GDPR
· Manage and ensure documentation of appropriate risk management procedures as necessary and oversee disaster recovery policies and procedures in accordance with Trust policies. 
· Monitor risk management policies and procedures to ensure that organisational risks are minimised.
· Ensure an operational risk register is in place and regularly updated (in accordance with the Trust Risk Management Policy)
· Oversee all insurance arrangements, ensuring that the academies have appropriate levels of cover in all areas, and handle any claims that arise.
· Oversee implementation of the Trust’s Data Protection Policy at the Academy
· Liaise with the Trust’s Data Protection Officer on local policy, procedures, training, data breaches, freedom of information and subject access requests. 

IT Service Delivery
In collaboration with the central IT Team matrix manage the IT site team. Ensuring:
· The smooth IT service delivery and operational requirements on the site. 
· Work with the Trusts IT support team to manage the Academies IT budget and procure new technology in alignment with the Trusts IT strategy and hardware refresh plan.
· Ensure site based cyber security training is being undertaken as planned.

Front Office
· Manage and supervise the front office team, ensuring a welcoming environment and efficient daily operations.
· Oversee reception services, including visitor management, parent enquiries, and school communications.
· Line manage administrative staff, including performance, training, and development.
· Ensure front office processes are effective, compliant, and support safeguarding requirements.
· Act as the point of escalation for complex or sensitive parent enquiries.
· Manage and oversee the school’s MIS, ensuring accurate pupil data, attendance, and safeguarding records are maintained and effectively used.

Medical
· Oversight of the school’s medical practice.
· Management of the Inclusion Assistant and other staff in terms of the management of medicines and allergies
· Management of the first aid team, ensuring processes are adhered to in line with policies.

Events 
· Coordination of the practicalities of school events including the physical management, financial control, access to site.  

Other
· To be part of the schools rota for playground, lunchtime and other pupil supervision duties.
· Cover reception desk as part of a rota.
· Undertake such other duties as reasonably correspond to the general character of the post and commensurate with roles of this level. 
· Promote the safety and wellbeing of students, ensuring that Trust and academy Child Protection and Safeguarding policies and procedures are promoted 
· Be responsible for your own health and safety and that of students and your colleagues, in accordance with the Health and Safety at Work Act 1974 and other relevant legislation 

Review and scope of Job Description
This job description sets out the main duties of the post at the time when it was prepared.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed. 

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment. The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to carry out such other duties as may reasonably be assigned. The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, contractors and community members.

Safeguarding Children, DBS & H&S
COLAT is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks. 

English Duty
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent spoken English is an essential requirement for this role. 

Equal Opportunities
The postholder will be expected to carry out all duties in the context of and in compliance with the academy Equalities policies.



School Business Manager – Person Specification

Our Values and Vision
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide high-quality education for students and pioneer educational innovation. We are driven by the ambition to provide world-class experiences and deliver exceptional educational outcomes for the young people we serve. 

All City of London academies draw upon the traditions, institutions, heritage and historical successes of London to furnish each of their diverse communities with life-transforming learning experiences. In doing so, we believe that the young people we serve develop into successful, compassionate young adults, who make a positive contribution to their local, national and global communities. 

Our schools are characterised by a common understanding of what makes outstanding schools, based on five key principles which are known as our 'Foundations of Excellence'​.

Our Staff
Our staff have high expectations, are consistent and driven to provide the best teaching and opportunities for our students. Teachers work in a well-disciplined environment where they are able to teach creative and engaging lessons, and all staff are given exciting opportunities to develop and learn from exceptional practitioners.

Equal Opportunities
The postholder will be expected to carry out all duties in the context of and in compliance with the COLAT Equalities policies.

	
	Essential
	Desirable

	Qualifications

	School Business Manager specific qualification e.g. ISBL, DSBM, CSBM. ADSBM or MSc School Business Management, or a willingness to undertake
	X
	

	Degree or equivalent related professional qualification.
	
	X

	Experience, Skills and Knowledge

	Able to deliver services and systems applicable for effective academy/school management. 
	√
	

	Able to deliver value for money initiatives.
	√
	

	Manage and lead a range of teams and individuals
	√
	

	Able to strategically influence decision making within the academies
	√
	

	Managing budgets, financial reporting, procurement and fixed assets
	√
	

	Highly computer literate
	√
	

	Experience in a similar role in an educational setting
	
	√

	Experience managing change projects, including build project and lettings
	
	√

	Experience managing Health & Safety
	
	√

	Personal Qualities

	Highly developed interpersonal skills including influencing skills. 
	√
	

	Willingness to constructively challenge the work of self and others to continually improve own and team performance. 
	√
	

	Strong teamworking and a willingness to collaborate
	√
	

	Ability to work under pressure and meet deadlines.
	√
	

	Other
	
	

	Commitment to safeguarding and promoting the welfare of children and young people 
	√
	

	Willingness to undergo appropriate checks, including enhanced DBS Checks
	√
	

	Motivation to work with children and young people 
	√
	

	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	√
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Wednesday 03 June at 09.00
Applications must be submitted via the link to the My New Term portal 
Galleywall Primary School
Permanent, Full Time, Term Time Only plus 3 weeks
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CEO WELCOME

Dear Applicant,

| am delighted that you have chosen to apply for a
post with the City of London Academies Trust.

COLAT is driven by the ambition to deliver exceptional
educational outcomes for the young people we serve,
combining the heritage and traditions of the City of
London Corporation with a creative and effective approach
to teaching and learning.

Our expectations are high for both our students and our
staff and as such we work to three core values: integrity,
professionalism and care. We demonstrate real care by
insisting on the highest expectations of behaviour in every
phase and setting. Our curriculum is regularly reviewed
and updated to ensure that every young person is afforded
the knowledge and skills they need to be successful.

We promote and support excellent classroom pedagogy
as well as ensuring we have common approaches to
assessment and intervention. This is how we care for our
young people and ensure that they achieve the highest
possible outcomes and are able to counter the many
aspects of disadvantage they, their families and our wider
communities experience.

Our ‘Foundations of Excellence’, which run through all
Trust schools, have been the framework for our sector-
leading success so far. These core principles led to the
City of London and COLAT previously being recognised

as the best performing academy chain for progress and
attainment of disadvantaged children (‘Chain Effects’, The
Sutton Trust). This fuels our determination to continue

to develop the work we do, while remaining focused on
the ambitions for our schools and making a significant
difference to children’s lives.

In striving for excellence in all aspects of our work, we

are acutely aware that this will only be achieved through
hard-working and motivated staff. Our care for staff means
that we invest in our people, allowing them to grow and
achieve their career goals within the Trust or beyond.

We are committed to providing first-rate training and
development opportunities to all our staff, in addition to
excellent career advancement opportunities within our
growing Trust.

In the classroom, and around school, we expect the kind
of exemplary behaviour that allows our staff to generate
exceptional learning outcomes for our children. Being
sponsored by the City of London Corporation also means
our staff benefit by having access to a huge range of
resources, events and exciting learning opportunities that
other Trusts are simply not able to offer.

We are always looking for like-minded individuals to join
us on our journey. Making the choice to work for COLAT
means making the choice to be part of an evolving,
ambitious and supportive Trust where you are valued,
encouraged and can develop your specific talents,
whatever they may be. We look forward to receiving your
application.

Yours faithfully,

Ol

Mark Emmerson
Chief Executive Officer
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WHO WE ARE

City of London Academies Trust operates schools in areas of significant
disadvantage and believes strongly in the transformational nature of education.

We are unashamedly academic and unapologetically results driven because we recognise that strong SATs, GCSE and

A level outcomes lead to increased life opportunities for our students. All our schools adopt a warm/strict approach,
with every one of our School Leaders adhering to and aligning with our COLAT behaviour systems. Our simple, clear, and
consistent routines, rituals and norms embed strong habits delivering exceptional student behaviour. In our schools,
our teachers can teach, and students can learn, uninterrupted. We take great pride in curating an exceptionally positive
learning environment and we obsessively guard against anything which may compromise our strong ethos and culture.

Our curriculum is knowledge rich. We believe in teaching ‘powerful knowledge,” and educating our students on the
‘best that’s been thought and said’ is crucial to giving them the best possible chance of success in life. More broadly, we
find opportunities to elevate the curriculum to ensure our most able students can compete with their more privileged
peers. Our curriculum is coherently and intelligently sequenced, with our Subject Improvement Leads working closely
with Heads of Department to drive gains in learning and develop subject specific pedagogy. We are working on creating
a standard curriculum in most of our subjects; this will help reduce teacher workload by taking away the production of
high-quality resources and assessments, freeing up our expert teachers to grapple with the delivery of the content and
focus on the learning.

Our teaching approach is influenced by the works of educationalists such as Doug Lemov. We are confident we know
what works for schools in our specific context, and we have spent a long time codifying our approach, whilst also
providing sufficient flexibility for our teachers to add their own unique personality and dynamism to their classrooms.
Results are important to us, but we also place great emphasis
on developing our students’ sporting, artistic, musical,

and linguistic talents. For our students to thrive in
modern Britain, they must also have an appreciation,

understanding and attachment to the rich cultural Assessment & Intervention
heritage of our country and its influence on the Common assessment system
wider world. All our schools run an extended day maximising progress

to deliver an array of enrichment opportunities
and super curricular sessions to provide a

truly holistic education. Outstanding Teaching

Engagement - Creativity - Rigour -
It is an exciting time to join the City of Progress
London Academies Trust, and we very
much hope you will be inspired by what
you learn about us. We are always
excited to meet fellow professionals
and there is no better way to get a true
sense of a school’s culture, values,

and ethos than by visiting. We hope . .
you take up this opportunity so Professional standards - Courtesy - Uniform - No Excuses

you can see what life-changing Positive relationship - Consistency

opportunities our schools
provide, and how integral our

Curriculum
Rigorous mastery of the core curriculum

Exemplary Behaviour

High expectation leadership is the core foundation, forming the
base of a hierarchy that builds excellence in CoLAT schools.

High Expectation Leadership

people are to this mission. Personal Attributes: Belief - Professionalism - Courage - Resilience
High Expectations: Behaviour - Teaching - Progress - Staff Development
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PROFESSIONAL DEVELOPMENT

We are committed to providing individualised and impactful professional
development for every member of our COLAT community, and we offer a menu
of talent pathways to support you at every stage in your career.

These pathways are research-based, designed for COLAT schools and delivered by experts from across the Trust. They
provide Trust-wide training and networking opportunities to support you to achieve your career goals.

The Talent Pathway menu includes:

e Aspiring to Middle Leadership: Leading a Department

e Aspiring to Middle Leadership: Leading a Year Group

e Aspiring to Middle Leadership: Leading a Operational Department

e Aspiring to Senior Leadership: Curriculum, Teaching and Learning

e Aspiring to Senior Leadership: Personal Development, Welfare and Behaviour

e Aspiring to Senior Leadership: Personal Development, Welfare and Management
e Aspiring to SEND Leadership

e Aspiring to Operational Functions Leadership

If you are interested in one of our Talent Pathways, please do ask for more details during your school visit or interview.

EMPLOYEE BENEFITS

We invest in and support our staff by keeping their development a priority, and
we are proud to have a range of benefits to ensure staff feel valued, including:

e Teachers’ or local government pension scheme with a generous contribution from the Trust
e Occupational maternity and adoption pay following 26 weeks of continuous service

e Generous annual leave entitlement

e Sabbatical leave entitlement for up to one year (unpaid) after five years’ continuous service
e Cycle to work scheme

e Corporate gym membership rates

e Travelcard loan scheme

e Annual training and development opportunities in addition to in-house staff development

e Access to City of London housing allocation scheme
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A warm welcome from our
Headteacher, Martin Blain

Itis my pleasure to welcome you to Galleywall.
Whether you are interested in a Reception place
for your child, or transferring from another school, |
hope you can take the time to find out more about
this remarkable place.

Based in the diverse and vibrant community of Bermondsey, in
the heart of London, Galleywall is part of City of London
Academies Trust — one of the most successful multi-academy
trusts in the country.

From the moment they step through the door, we aim for our
children to be stimulated in their work — giving them the widest
range of activities within a broad and modern curriculum and
the chance to become more independent. This is a place where
pupils are challenged and supported, where their eyes are
opened to new ideas and where we help them to develop as
individuals in the hope that they will do good in their lives.

My aim is for all members of the community to feel happy and
stimulated in their work, to feel their efforts are worthwhile and
that their contribution is valued. This is a community grounded
in respect and harmony.

I have spent almost my whole life as a teacher, in schools which
range from the diversity of inner-city London, the challenge of
high-achieving grammar and independent schools to the
furthest reaches of rural Africa. My aim has always been to
bring out the best in every child, whether this is academic or in
other activities, to prepare them to take their place as an
upstanding world citizen.

We hope you yisit and become involved in our work. This is a
truly outstanding community of brilliant people.

Martin Blain
MA (Cantab), MPhil, NPQH
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HOW TO COMPLETE THE

APPLICATION

Vacancy Title: Detail as advertised

Vacancy Description: Status of employment Perm/Temp etc. Term time/Full Year

Vacancy Location: Detail as advertised

Vacancy Closing Date: Detail as advertised

Submission: Applications must be submitted via the TES portal on the following link

It is essential that a fully completed application form is
submitted. City of London Academies Trust cannot accept
CVs alone. It is recommended that you retain a copy of
your application form, so you can refer to it if you are
invited for interview.

The main sections of the application form ask for various
information relating to your work, educational and
personal history. This information allows your application
to be fully assessed against the criteria/competencies
required for the job. When completing the application,
you should provide your entire work history, including

a description of any gaps in employment. In addition,
outline your skills, qualifications and any notable awards.
These can be selective, and you only need to provide
those you consider relevant to the job you are applying
for.

Your letter of application/supporting statements is the
most significant element of the application form. Using no
more than 1,000 words please provide an accompanying
letter explaining why you are applying for this post and
how your experience, skills, training and personal qualities
match the requirements of the role as set out in the job
description and person specification.

As part of your letter of application/supporting statement
we are interested in knowing your impact so please
provide relevant evidence. For instance, if you are seeking
a pastoral role provide relevant data on the reduction

of exclusions. If seeking a teacher role provide progress
and attainment data of classes taught. If you do not meet
all the essential criteria, it is unlikely that you will be
shortlisted.

City of London Academies Trust asks that all potential
employees highlight any relationships to school governors
or employees to ensure all applicants are treated fairly.

For example, it may be inappropriate to offer someone
a position within an organisation where they work for
a family member or asking someone to take a position
where they manage grants for voluntary services when
their family works for a relevant voluntary organisation.

City of London Academies Trust is committed to
safeguarding and promoting the welfare of children
and young people. We expect all staff to share this
commitment and to undergo appropriate checks in

line with Keeping Children Safe in Education, including
enhanced DBS checks and a willingness to demonstrate
commitment to the standards which flows from City of
London Academies Trust vision and values.

Please provide details of two referees, one of whom
should be your present/most recent employer. References
will not be accepted from relatives or friends. References
are requested for all shortlisted candidates unless you
specifically request us not to do so. Open references will
not be accepted.

This post is exempt from the Rehabilitation of Offenders
Act 1974. If you are appointed, you will be required to
complete a DBS check. Any information received from the
DBS will be treated in the strictest confidence. Having a
criminal record will not exclude you from appointment,
unless it is considered that the conviction renders you
unsuitable to work with children.

Under the Criminal Justice and Court Services Act 2000,

it is a criminal offence if an individual who is disqualified
from working with children knowingly applies for, offers to
do, accepts or does any work with children.

The role is covered by part 7 of the Immigration Act 2016
and therefore the ability to speak fluent spoken English is
an essential requirement for this role.
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