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Job Description: School Business Manager (Federated Schools)
Purpose of the Role
To provide strategic leadership and operational management of business functions across the federation, ensuring the effective use of resources to support high-quality education. The postholder will work as a key member of the Senior Leadership Team (SLT), advising the Headteachers and Governing Board, while ensuring the efficient day-to-day running of financial, HR, administrative and premises operations.

1. Strategic Leadership and Federation Management
· Contribute actively to the strategic leadership of the federation.
· Provide advice to the Headteachers and Governing Board on financial, operational and resource management.
· Lead the alignment of systems, policies and procedures across both schools, ensuring consistency while respecting each school’s context.
· Maximise efficiencies through shared services, economies of scale and effective deployment of resources across the federation.
· Lead the development and implementation of robust business systems that support both schools.
· Identify opportunities to improve efficiency, secure value for money and maximise income generation.
2. Financial Leadership and Control
· Lead the preparation and management of the schools’ budgets and a three-year financial plan.
· Monitor income and expenditure across both schools, ensuring financial sustainability.
· Provide regular, clear financial reports to SLT and Governing Board, identifying risks and opportunities.
· Ensure compliance with SFVS, audit requirements, and all relevant financial procedures and regulations.
· Oversee day-to-day financial operations including payroll liaison, BACS payments, reconciliations, VAT returns and year-end processes.
· Develop bids and identify external funding opportunities to enhance school resources.
· Maintain and regularly review the Financial Handbook to reflect current systems and procedures.

3. Risk Management and Internal Controls
· Lead on the identification, assessment and mitigation of financial and operational risks across the federation.
· Ensure robust internal controls, systems and audit trails are in place and consistently applied.
· Promote financial probity and ensure compliance with audit requirements and best practice.
· Monitor emerging risks and proactively advise the Headteachers and Governing Board.
· Ensure safeguarding of assets and prevention of fraud through effective systems and oversight.
4. Human Resources and Payroll
· Lead and manage all HR functions across the federation in line with Local Authority policies and procedures.
· Manage recruitment processes including advertising, selection and safer recruitment compliance.
· Ensure all safeguarding and pre-employment checks are completed and accurately recorded.
· Maintain the Single Central Record and ensure full compliance.
· Oversee payroll processes, including checking monthly payroll and reporting requirements.
· Line-management of the administrative team, site agent and cleaners across both schools, including performance management, development and training.
· Maintain accurate staff records and workforce systems (e.g. Arbor/EPM).
· Support strategic workforce planning aligned to federation priorities.

5. Operational Management and Administration
· Lead and manage administrative functions across both schools to ensure efficient and high-quality service delivery.
· Oversee management information systems, ensuring data accuracy and compliance with data protection legislation.
· Ensure timely completion of statutory returns (DfE, LA and other agencies).
· Manage procurement processes, contracts and service level agreements, ensuring value for money.
· Line-manage administrative staff and ensure consistency of systems and standards across both sites.
6. Premises, Health and Safety
· Take strategic and operational responsibility for premises management across both schools.
· Ensure full compliance with health and safety legislation, including risk assessments and statutory checks.
· Oversee maintenance, repairs and capital projects, liaising with contractors, architects and the Local Authority.
· Lead on site development planning to ensure facilities meet current and future curriculum needs.
· Ensure safe and effective use of premises, including lettings and community use.
· Develop and monitor health and safety policies and ensure staff training compliance.
7. Sustainability and Environmental Responsibility
· Lead on sustainability initiatives across the federation, including energy efficiency, waste reduction and environmental impact.
· Promote cost-effective and environmentally responsible practices within premises and resource management.
· Identify opportunities to reduce costs through sustainable solutions and improved energy management.
· Ensure compliance with relevant environmental standards and guidance.
8. ICT and Systems Management
· Lead the strategic development and effective use of ICT systems across both schools.
· Ensure systems support teaching, learning and administration effectively.
· Oversee data security, cybersecurity and compliance with GDPR and data protection legislation.
· Plan for system maintenance, renewal and future development.
9. Governance and Stakeholder Engagement
· Support the Governing Board by providing accurate reports, strategic advice and compliance assurance.
· Build effective relationships with key stakeholders including governors, staff, Local Authority, contractors, and external partners.
10. Safeguarding (Operational and Non-Teaching Responsibilities)
· Support a strong safeguarding culture by ensuring that all operational systems and processes promote pupil safety.
· Ensure safer recruitment procedures are rigorously followed and recorded.
· Maintain secure site management, visitor protocols and safeguarding compliance.
· Work in partnership with the Designated Safeguarding Lead (DSL) to ensure robust operational safeguarding systems.
11. Project Management
· Lead and manage projects across the federation, including capital works, system implementations and organisational changes.
· Ensure projects are delivered on time, within budget and aligned to strategic priorities.
· Coordinate stakeholders, resources and timelines to ensure successful outcomes.



12. General Responsibilities
· Maintain the highest standards of confidentiality and professionalism at all times.
· Undertake relevant professional development to remain current in best practice.
· Provide operational support where required to ensure the smooth running of both schools.
· Undertake any other duties commensurate with the role as directed by the Headteachers. 


PERSON SPECIFICATION

JOB TITLE:  School Business Manager

	Attributes
	Essential 
	Preferred

	Education/ Qualifications
	GCSE or equivalent in Maths and English subjects at
Grade B or above 

Educated to A Level standard or NVQ level 3

Excellent IT literacy including Microsoft Office

Demonstrate commitment to own further professional development.
	Relevant further qualifications
e.g. First Degree


Certificate/ Diploma of School Business Management or equivalent recognised qualification/ experience.

Health & Safety training 


	Experience
	Experience of the line management and 
Supervision of others.

Experience of office administration procedures and routines.

At least 3 years’ experience of financial management, budgetary planning and control, preferably in a school environment.

Experience of organising and prioritising workload and 
working to deadlines. 

	Experience of working at senior level

Experience of working in a school office

Experience of recruitment procedures and requirements

Experience of Health & Safety compliance 

	Skills/ Knowledge/ Aptitude
	Commitment to supporting the school’s ethos and 
values.

Knowledge of the strategic role of school 
Business managers

Secure understanding of, and ability to further
research; statutory and regulatory requirements; 
current policy and recommendations; relevant 
information in order to advise the Headteachers and 
Governing Board.

Understanding of strategic and change management.

Excellent interpersonal skills.

Excellent standard of written and oral communication

Good standard of ICT skills and confidence when 
working with figures

Excellent organisational skills

Ability to handle sensitive information with discretion

Able to cope with conflicting demands, deadlines and interruptions

Commitment to the protection and wellbeing of 
Children

Ability to develop good working relationships with staff, pupils, governors, parents and local members of the community.

Flexibility and willingness to adapt to the schools’ changing needs

A good team member with the ability to lead and inspire 
others

Ability to work autonomously, use own initiative and
 make strategic decisions 

	Knowledge of school finance and HR procedures

	Personal qualities 
	Professional, reliable and trustworthy

Commitment to safeguarding and promoting the welfare of children

Ability to work under pressure

Ability to think strategically

Ability to work collaboratively and support colleagues

Has high expectations and sets high standards
Commitment to promote ethos and culture of the schools

Willing to undertake further professional development
	

	Other
	Must be able to drive between both sites

	Current First Aid Certificate
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