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	Job Description

	Job title:
	School Business Manager 

	Reports to:
	Headteacher

	Type of position:
	Permanent

	Hours of work:
	Negotiable (37hrs AYR or 37hrs TTO+10days)
Flexible/hybrid working options e.g. 4 days p/w for the right candidate.

	Grade:
	PO1/PO2 depending on experience (£38,331-£42,964)

	PURPOSE OF THE JOB:

· To give strategic vision and leadership to all aspects of Budget, Finance and premises.

· In co-operation with the leadership team and Governors, to lead, operate, maintain and develop the financial procedures and systems of the school, as well as the provision of confidential secretarial and administrative support, in order to aid the smooth running of the school, ensuring that legal and safety requirements with regard to people, property and function of the school are maintained.

· To lead and manage the school site and its buildings, their maintenance, development and efficient use.

· To function as line manager for the general office staff and premises team.
· Work with the Senior Leadership Team as required
· Ensuring that the school is fully prepared to meet OFSTED financial and safeguarding criteria.

· To liaise with relevant members of the LA/Council.

· To manage all aspects of school business management in a sustainable and eco-friendly manner.

	SENIOR LEADERSHIP TEAM:

The School Business Manager shall play a major role under the overall direction of the Head Teacher, and work alongside other SLT colleagues in:

· Formulating the aims and objectives of the school.

· Establishing the policies through which they shall be achieved.

· Managing staff and resources to that end; and

· Monitoring progress towards their achievement

· Contributing to the maintenance of a caring and stimulating environment for pupils.

	FINANCE:

· To provide for and maximize income generation within the ethos of the school; to be the point of contact with LCC and other agencies with regard to grant applications.
· To advise the Head and governors on investment and financial policy.
· To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services.

· To be responsible for the arrangements for school facilities including: i) catering; ii) transport; iii) bookings for school facilities.

· To be responsible for seeking professional advice on insurance and advising the Governors on the appropriate insurances for the school. Implementing the approved insurances and handling any claims that arise.

· To manage all finance systems.

· To prepare estimates for the annual school budget and such supporting information and projected costs as may be required in order that decisions about the composition of the final budget can be made.

· To prepare, in liaison with the Head Teacher and LCC Schools Finance, the final school budget.

· To institute and control systems for receiving and recording income.

· The preparation of accounts and audits for the head teacher and for Governors, the Leeds City Council Audit or external auditors.

· To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the SLT accordingly.

· To be responsible for the day to day management of the school budget, ensuring its efficient operation according to agreed procedures and to maintain those procedures by conducting at least an annual review (Statement of Internal Control)

· To monitor all accounting procedures and resolve any problems, including:

· The ordering, processing and payment for all goods and services provided to the school.

· Preparation of invoices and collection of fees and other dues, including working with the LA in the recovery of bad debts.

· To prepare all financial returns for the LA and other central and local government agencies within statutory deadlines.

· To purchase either directly or indirectly, the school’s energy supplies.

· To devise, implement and control all school monetary accounts.

· To ensure compliance with the Schools Financial Value Standard.

· To ensure best value assessments are made for all significant purchases of goods and services.

	HUMAN RESOURCES:

· To be responsible for general human resource matters

· To be responsible for rigorous pursuit of references as part of the recruitment process

· To lead the professional development and performance management of administrative staff and the premises team.
· Plan for, arrange and report on staff development aspects for all staff.

· To ensure that school is thoroughly safeguarded through the management and administration of the Single Central Register, DBS, Barred check list and ISA’s.

· To be responsible for all staff contracts and co-ordinate the administration for teacher recruitment.

· To advise the Governors on the policy needed to comply with legislation concerning employment protection, equal pay, sex discrimination etc., and the implementation of these policies in the school.

· To lead the clerical staff, allocate duties and prioritize work, monitoring work, discipline and welfare matters.

· To support in the recruitment of administration and facilities staff – interviewing, induction and training.

· Managing staff attendance and leave within the admin team to ensure a continuous service throughout the year.

· Manage the SAM program (Sickness absence management), leave of absence for staff and advise on sickness absence procedures.

· Manage induction procedures for all staff.

· Working with the head teacher to manage and monitor the content for the staff handbook.

	ESTATE MANAGEMENT:

· To ensure emergency procedures are current and timely. To be responsible for the review and update of the school’s emergency plan and operate the elements linked to the resource management responsibility.

· Knowledge of health and safety regulations, particularly the main issues specific to the school and how they relate to pupils, staff, visitors, contractors and other users of school premises and facilities.

· Manage the development of extended schools activities, with reference to the local community.

· To oversee services and contracts management.

· To be responsible for the letting of the school premises to outside organisations and school staff, and for the development of all school facilities for out-of-school use, with particular reference to the local community.

· To line manage the premises team in the day-to-day running/maintenance of the school premises, e.g. ensuring repairs are carried out.

	WHOLE SCHOOL ADMINISTRATION:

· To oversee the administrative function including the administrative computing facilities, school reception, reprographic, records and telephones.

· To be responsible for the systems and general management of the school’s administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerization of the administration accounting and record system, including desktop publishing. 

· To provide for the preparation and production of all school records and publications.

· To direct and manage the upkeep of pupil records.

· To oversee the production of reports and returns to the Local Authority (LA), Department for Education and Governors including the termly CENSUS, attendance and roll returns and pupil performance data.

· To liaise with the Governors Service at LCC and manage general administration associated with Governing Body and help the HT in preparation of the agendas and papers as and when needed. 

· To be responsible for obtaining the necessary licenses and permissions and ensuring their relevance and timelines.

· To provide advice to the head teacher and Governors on admissions and appeals policy; to develop a school admissions and appeals policy.

· To oversee compliance of key aspects of compliance as delegated by the head teacher, e.g. GDPR 

· To be the school’s Data Compliance Officer.

· To work collaboratively with the deputy headteacher to ensure that the website is compliant and user-friendly.
· 

	RESPONSIBILITIES:

· To comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; reporting all concerns to an appropriate person.

· To be aware of and support differences and ensure equal opportunities for all.

· To contribute to the overall ethos/work/aims of the school.

· To develop constructive relationships and communicate with other agencies/ professionals.

· To attend and participate in regular meetings, sharing expertise and skills with others.

· To participate in training and other learning activities and performance development as required.

· To support, uphold and contribute to the development of Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community.

· To recognize own strengths and areas of expertise and use these to advise and support others in their own Continuing Professional Development.

· Line Management responsibilities were 
· appropriate.

	


Person Specification

Candidates will only be shortlisted for interview if they can demonstrate on the application form that they meet all the essential requirements.

Method of Assessment will be through one or more of the following: Application Form, Test, Interview, and Certificate.

	Qualifications
	Essential
	Desirable

	GCSE Maths and English Grade C or above
	✔
	

	Nationally recognized accountancy/financial qualifications (e.g. AAT)
	✔
	

	Further Education qualifications i.e. Degree, HNC/HND
	✔
	

	Level 4 Diploma in School Business Management or willingness to undertake if not already held
	
	✔

	Skills
	Essential
	Desirable

	Excellent interpersonal skills, across a wide range of audiences
	✔
	

	Able to produce and present reports and data for the headteacher and governing body
	✔
	

	Able to establish and maintain accurate records using both manual and electronic systems
	✔
	

	Able to accurately enter/retrieve data from information systems
	✔
	

	Able to contribute to service improvement including processes and procedures
	✔
	

	Able to prioritize own and team’s work to meet conflicting deadlines
	✔
	

	Effective organizational skills
	✔
	

	Ability to lead and motivate staff
	✔
	

	Commitment to quality and continuous improvement
	✔
	

	Confidentiality & Integrity
	✔
	

	Able to solve problems and create innovative solutions
	
	✔

	Networking skills
	
	✔

	Understanding of quality issues and principles of customer care
	✔
	

	Knowledge
	Essential
	Desirable

	In-depth knowledge of business management and office procedures and practice
	✔
	

	In-depth knowledge of relevant financial regulations
	✔
	

	Understanding of procurement processes and procedures
	✔
	

	Experience
	Essential
	Desirable

	Dealing with complex queries and producing high-standard reports
	✔
	

	Working in partnership with others and delivering to deadlines
	✔
	

	Providing customer-focused services
	✔
	

	Supervising and developing staff, including appraisals
	✔
	

	Working independently and within teams
	✔
	

	Working with Microsoft Office package
	✔
	

	Extracting and analyzing data from databases
	✔
	

	Fundraising/submitting bids
	✔
	

	Working in a school environment
	
	✔

	Managing Human Resources
	
	✔

	Managing facilities
	
	✔

	Behavioral & other Characteristics required
	Essential
	Desirable

	Committed to continuous improvement
	✔
	

	Understanding of Equal Opportunities Policy
	✔
	

	Understanding of Health & Safety Policies
	✔
	

	Willingness to participate in training and development
	✔
	

	Flexibility with working hours
	✔
	



Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. This post is subject to an enhanced Disclosure and Barring Service check.

We will carry out an online search as part of our due diligence on shortlisted candidates. This may help identify any publicly available incidents or issues which the school may wish to explore at interview.
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