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School Business Support Manager
Job Description


















PURPOSE OF ROLE
Responsible for the management, planning, development, and delivery of the support function for the school.

RESPONSIBILITES
OFFICE MANAGEMENT, ADMINISTRATION AND FINANCE
1. Manage the whole school administrative function and lead all office staff and ensure appropriate delegation and support for office administration duties.
2. Undertake appraisals and support for the office staff.
3. Contribute to the development of training programmes/learning opportunities and mentoring for support staff.
4. Work collaboratively with the Senior School Business Manager, attending regular finance meetings to ensure the school meets it’s obligations.
5. Establish and use effective methods to review and improve administrative systems. 
6. Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication. 
7. Prepare information for publications and returns for the DfE, LA and other agencies and stakeholders within statutory guidelines.

HUMAN RESOURCES

1. Advise the Headteacher, Senior Leadership Team, Senior School Business Manager and the Governing Body on HR management and ensure the effective management of HR processes. 
2. Oversee the management of payroll services for all staff, including the investigation of variances from the original budget. 
3. Ensure that all HR policies and procedures are updated as required to comply with legal/ regulatory requirements and are clearly communicated and implemented. 
4. Monitor the way policies and procedures are actioned and provide support where necessary. 
5. Seek and make use of specialist expertise in relation to HR issues. 
6. Ensure all employment safeguarding requirements are met, including safe recruitment and maintenance of the Single Central Record. 
7. Support the Headteacher in workforce planning, identifying the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities. 
8. Lead on all school recruitment activity and support with relevant interviews and onboarding as necessary in line with safer recruitment requirements. 
9. Oversee staff absence, including record-keeping and absence insurance. 
10. Amend employee contracts on the payroll system as and when required.

DATA PROTECTION
1. Communicate the strategy and relevant policies, including GDPR requirements for use of technology across the school. 
2. Ensure data collection systems providing information to stakeholders are streamlined. 
3. Data Protection Lead for the school - Have a good knowledge of the importance of GDPR and promote this across school to ensure that data collection systems meet data protection requirements and that the school MIS system is used effectively to maximise efficiency of data analysis. 

ESTATE MANAGEMENT 
1. Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations. 
2. Ensure the safe maintenance and security operation of all school premises. 
3. Create a strategic approach to long-term school maintenance including the purchase and repair of all furniture and fittings.  This will include liaising with United learning Estates Team and the Senior School Business Manager on SCA and CAPEX funding
4. Ensure the continuing availability of utilities, site services and equipment through effective asset management and procurement.
5. Monitor, assess and review contractual obligations for outsourced school services. 
6. Line management of premises staff
7. To ensure that the Business continuity plan and Risk Register are kept up to date
8. To be the leading liaison with the cleaning and catering contract companies.

HEALTH & SAFETY 
1. To support the implementation of all H&S practices throughout school.
2. Oversee maintenance of records of fire practices and alarm tests. 
3. Ensure the school’s written health & safety policy statement is clearly communicated, implemented and is subject to review and assessment at regular intervals or as situations change. 
4. Enable regular consultation with site users on health and safety issues, ensure accident records are maintained and provide reports for the Governing Body as required. 
5. Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Headteacher/Deputy Headteacher, Governors and where appropriate the Health & Safety Executive. 
6. Oversee statutory health and safety obligations are being met for pupils with special educational needs, ensuring that financial and supporting agency services are adequate for their diverse needs. 
7. To negotiate services, facilities and lettings contracts on behalf of the school, including running tendering processes as required and ensuring best value for money. 



FINANCE RESOURCE MANAGEMENT 
1. [bookmark: _Hlk224567616]To support the Senior School Business Manager in preparing a realistic and balanced budget for Grange Primary Academy for each academic year, working in consultation with the relevant SLT and Finance Business Partner. 
2. Work alongside the Senior School Business Manager to develop and prepare the 5 -year long term strategy. 
3. Actively monitor and control financial performance against the agreed budget and ensure that any significant variances are addressed and communicated to SLT and Finance Business Partner.
4. To support the Senior School Business Manager in maintaining a strategic financial plan that indicates the trends and requirements of the school’s development plan and help to forecast future year budgets. 
5. Ensure the effective implementation and operation of financial controls within Grange Primary, and ensure these adhere to United Learning policies 
6. Keep appropriate financial records and comply with Retention Guidelines 
7. Assist and supervise other staff in the operation of Grange Primary’s financial systems 
8. Ensure prompt and efficient completion of financial returns as required 
9. Act as the key contact for the internal and external auditors 
10. To support the Senior School Business Manager in reviewing and approve expenditure such as salary reports and payment runs
11. Maximise income through grants, lettings and other activities 
12. Present timely and fully costed proposals, recommendations or bids 
13. Negotiate commercial contracts with external suppliers to ensure value for money 
14. Complete the annual internal controls self-assessment for Grange Primary. 
15. Manage legal issues and insurance claims as required 
16. Manage and operate the payroll system with accuracy and efficiency 

Individuals in this role may also undertake some or all of the following:
17. Prepare and submit bids for funding from outside agencies under the direction of the Head teacher
18. To take a lead in the effective marketing of the school
19. Line manage Admin staff
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