[image: ]Our Vision:
 To develop aspirational learners who strive for excellence academically, creatively and culturally, benefitting from a wide range of opportunities led by inspirational educators.


Shirley High School
Performing Arts College

Striving for Excellence

Job Description:
 
Post:		Assistant School Business Manager
Line Manager:	School Business Manager

Job Purpose:

To ensure that the routine financial transactions of the Academy are managed properly and efficiently and 
that accurate records are maintained in accordance with the Academy’s financial procedures and 
requirements. The role includes line management responsibility and working closely with the School Business Manager to support the school’s strategic and operational objectives.

Key responsibilities:

· Manage the day-to-day financial operations of the school, ensuring transactions are processed accurately and in accordance with financial procedures and regulations.
· Support the preparation, monitoring and reporting of budgets, contributing to effective financial planning and decision-making across the school.
· To ensure that all salary data is entered accurately in the Schools Management Information System, including all incremental changes and contractual changes.
· To use the Schools Financial Management system to provide reports for the School Business Manager (SBM).
· Work closely with the SBM to ensure that the schools budget remains stable and delivers value for money.
· Work with budget holders to ensure spending remains on track and compliant with relevant legislation, producing monthly monitoring reports.
· Ensure all financial reconciliations are completed accurately within the required timescales.
· Process and ensure the prompt and accurate payment of all supplier invoices.
· Line manage the Finance Assistant, providing effective supervision, guidance and support.
· Maintain and update the Fixed Asset Register in line with audit and financial requirements.
· Assist with the completion and submission of the School Workforce Census (SWC), ensuring accuracy and compliance with statutory requirements.
· Manage the School Fund and oversee the financial arrangements for educational visits and trips, ensuring these are properly recorded, monitored and reconciled.
· Assist with payroll and pensions administration, liaising with relevant internal and external providers as required.
· Monitor departmental expenditure against approved budgets and report any variances to the SBM.
· Support internal and external audit processes by preparing documentation and responding to audit queries as required.
· Respond to all queries in relation to the lettings of the school facilities.
· Support the welfare of our staff and students by monitoring accidents and incidents in line with school and local authority policy and procedures.
· Support the SBM with overseeing catering, premises and IT services.
· Carry out any other duties appropriate to the role as reasonably requested by the School Business Manager.

Personal Qualities:

· Reliable and conscientious with high expectations in line with the school
· Demonstrate great communication skills with all within the school community
· Neat appearance in line with the school policy
· Ability to work as part of a successful team and work effectively under pressure
· Have the determination and resilience to ensure that all students are challenged in all aspects of school life.

Think Green:

· Support the school in demonstrating good environmental practice (such as energy efficiency, use of sustainable materials, recycling and waste reduction) wherever possible in day-to-day work.

Safeguarding and Child Protection:

· To reinforce and enforce the school commitment to safeguarding and promoting the welfare of children and young people.
· Uphold the duty of care to ensure that if there are any concerns relating to the welfare or safety of a child they are immediately relayed to the Designated Person(s) with responsibility for safeguarding children.

Commitment
Demonstrate a commitment to:
· Equalities and the Equality Act 2010
· Promoting the Shirley High School ’s vision and ethos
· High-quality, stimulating learning environment
· Relating positively to and showing respect for all members of the Shirley High School and wider community
· Ongoing relevant professional self-development
· Safeguarding and child protection 
· Maintaining confidentiality at all times

This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of Shirley High School and may change either as your contract changes or as the organisation of the Shirley High School is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.

	Essential
	Desirable

	Strong knowledge of financial procedures and controls
	3 years experience of working in an educational or school setting 

	A good standard of education, including GCSEs (or equivalent) in English and Mathematics.
	Further education or relevant professional qualifications

	To demonstrate excellent numerical, administrative and organisational skills 
	Evidence of experience in procurement procedures and contract management

	Experience of working in a finance or accounts function
	Experience supporting payroll and pensions administration

	Ability to work well under pressure, manage multiple tasks and meet deadlines
	Experience using SIMS or similar management information systems

	To demonstrate effective teamwork skills, with a flexible and adaptable approach
	Experience using ParentPay

	To work and communicate effectively with colleagues in school and all stakeholders
	Experience using Google Workspace

	Ability to monitor budgets and expenditure effectively
	Experience of working with young people

	Awareness of GDPR and confidentiality procedures, with the ability to maintain confidentiality and exercise discretion when required 

	Working knowledge of relevant financial policies, procedures and legislation

	To be able to work independently and use their own initiative
	






























We want all at SHS to believe in and maintain the values of our school: 
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Signed: ……………………………………………………………………………. Dated: …………………………………………………………….
image1.jpg




image2.png
Compassionate Respectful Relentless Aspirational Resilient





