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	Role Profile

	Job Title
	Executive Business Manager
	Job No. 

(Office Use)
	
	Salary
(Office Use)
	Grade I

	School
	Reach South Academy Trust – Shared Service Centre


	Reports to 

(Job Title) 
	Head of Operations



	Job Purpose
	The post will support the strategic development of a cluster of academies by working closely with the local Senior Leadership Teams and the central Executive Team, to enable effective decision making and achievement of academy aims.

The post will act as the principal financial officer for the academies and provide high quality financial support and advice to ensure that the academies make the best possible use of resources and are able to provide the best outcomes for pupils. 

The post will be responsible for managing the academies’ budgets, along with maximising income generation and implementing cost saving initiatives. 

In addition, the post will assist academies to address all other school business management matters such as people, premises, ICT and health and safety.  


	Decision Making
	The job involves working at a strategic level and requires independent decision making with autonomy.


	Accountabilities
	Financial Management

Work with the Executive Heads, Headteachers, and relevant Senior Leaders to develop a strategic plan for the staff and resources of each academy.

Prepare a five-year financial plan for each of the designated academies and as part of this exercise, prepare the annual budgets which support the financial plan. 

Monitor and maintain up to date budget and forecast figures for each academy using the Trust’s budgeting software.

Review monthly management accounts and analyse YTD variances to budget/forecast.

Review the month end schedules prepared by the Finance Team, including the Trial Balance by fund type and liaise with the Finance Team to make any necessary corrections.

Meet with the Executive Head and Headteachers monthly to discuss the monthly management accounts reports and provide a written commentary for reporting to the Regional/Trust Board.

Meet with budget holders as necessary to discuss budget spend and take any appropriate action.

In conjunction with the Executive Head, Headteacher, Director of Finance and Director of Operations, support the planning and implementation of capital purchase programmes.

Liaise with funding agencies to identify and source additional funding and identify potential funding opportunities, agencies or government initiatives to ensure income generation from both diverse and obvious sources.  

Prepare financial reports, estimates and completion of financial returns as required by the Trust Board, CEO, Executive Head, Headteacher, Director of Finance, Director of People, Local Governing Bodies of each designated academy, Department for Education, Companies House and HM Customs and Excise and any other group or organisation for which this information is required.

Ensure the effective operation of financial controls within the designated academies and ensure they receive value for money for all expenditure.

Work with the Finance Team to manage and monitor internal recharges between academies and Central, ensuring that costs are recharged on a monthly basis.

Authorise purchase orders for designated academies 

Attend all relevant Trust, Regional and Local Governing Body Management and Finance Committee meetings and ensure they are all given the necessary information, both at the meeting and in advance, to discharge their duties effectively.

Work with the Finance Team and the Trust auditors to support the audit requirements for each academy, ensuring that information is timely and accurate.

In liaison with the Director of Finance and Director of Operations, monitor contracts to ensure compliance, best value and timely renewal as appropriate for each of the designated academies.

Be responsible for the management of procedures which comply with statutory requirements such as Safeguarding Children and Young People, the General Data Protection Act and the Freedom of Information Act.

Work with the Director of Finance to oversee the enhancement of financial procedures within the Trust that are in line with the agreed financial practices.

People & Payroll

Support the strategic recruitment plan within each academy ensuring that staffing decisions are factored into the relevant academy’s budget. 

Maintain effective communication with the academy to ensure a co-ordinated approach on People and payroll matters.  Liaise with the Trust’s payroll and People team as necessary.

Assist the Payroll and Pensions Lead with any payroll reconciliation or pension issues and deal with any discrepancies through liaison with the relevant Office/Operation Manager or the Trust’s payroll provider.

Administration

Work with academy Office/Operation Managers to establish efficient and effective working practices making best use of technology where possible.

Ensure an appropriate induction programmes in place for new Office/Operation Managers.

Review census reporting prior to submission.

New Academy On-boarding

Provide excellent support for academies that join the Trust, especially where they are new to the academy environment.

Provide appropriate training and resources for academy-based staff in the new procedures and processes.

Conduct financial due diligence on new academies looking to join the Trust

Assist the Trust’s Project Manager to on-board new academies successfully and on time.

Support with any on-boarding issues that arise and provide on-site assistance in the first few weeks to ensure new processes are embedded.

Leadership and Management

Contribute to the Trust’s culture and development by:

Ensuring that staff are fulfilling their professional responsibilities in relation to financial matters and are carrying out their duties effectively.

Attend leadership meetings (where requested) and ensure the content and outcomes of the meetings are reported back where relevant, to the finance staff.

Prepare for and attend Trust and Governor meetings as part of the review cycle to assess the progress of financial matters.

Share good financial practice across the Trust and designated academies.

Be an active and visible member of each academy’s community whilst developing partnerships and collaboration between the academies.

Premises Management

To develop a long term site plan with the Executive Headteacher, Headteacher and Site Manager to ensure the site is maintained and developed.

To support the Site Manager in ensuring all Health and Safety Requirements are being met.

To support the Site Manager to monitor contracts for site maintenance, including cleaning, and provide recommendations for improvement.  

To work closely with the Director of Operations to ensure the capital needs of the academies are appropriately addressed.

Business Development

Develop customer relations strategies which add value to the academy. 

Support with activities such as marketing that ensure pupil intake is maximised each year.

Explore income generation opportunities for the academies, including support with bid-writing and support establishing and managing lettings. 

Lead on projects concerning the academies with the assistance of the Project Manager.




	Demands
	This is a strategic post and there will be considerable conflicting work demands, deadlines and interruptions.
Undertake other duties appropriate to the grade of the post


	Working Conditions
	Significant travel, regular visits to cluster of schools as well as national meetings and events
There will be requirement to spend large amounts of time work on complex and highly sensitive information, financial reporting, change management programmes
There will be exposure to distressing situations involved in managing change.


	Experience, Knowledge and Qualifications
	Essential
Degree in Business Administration/Management or equivalent demonstrable  experience

Line Management Experience

Significant experience of working at School Business Manager level

Experience of explaining financial matters to non-financial personnel

Knowledge of GDPR 2018 and Data Protection Act 1998

Excellent working knowledge of Microsoft Excel

Desirable

Masters in Business Administration or equivalent demonstrable experience

Professional level accounting qualification (ACCA, CIMA or CIPFA)
Experience of working with Secondary academies

Knowledge and experience of procurement
Experience in managing premises

Experience with income generation strategies

Experience in bid-writing

Experience working with PS Financials

Experience working with IMP Budgeting

Strong working knowledge of academies




	Skills and Technical Competencies
	Strong ICT skills
Able to work well within a team
Able to work under pressure and prioritise workload
Strong organisational skills
Able to work accurately and with attention to detail
Ability to work on own initiative
Strong communication skills, both written and oral
Willing to develop personal skills through training
Flexible and adaptable
Strong management and leadership skills
Excellent analytical skills
Negotiation and influencing skills


	Corporate Standards
	In accordance with Trust policies and guidance on information management and security, it is your personal responsibility for data protection, client confidentiality and information governance.

Act at all times in accordance with appropriate legislation and regulations, codes of practice, the provisions of the Trust’s constitution and its’ policies and procedures.

Work within the requirements of the Trust’s Health and Safety policy, performance standards, safe systems of work and procedures.

Undertake all duties with due regard to the corporate equalities policy and relevant legislation.  


