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School Business Manager: Job Description and Person Specification
Overview
The School Business Manager supports the Headteacher and senior leadership team by leading the school’s financial, administrative, and operational functions. This role ensures that the school runs efficiently, complies with statutory requirements, and provides a safe, welcoming environment for pupils, staff, and families.

Key Responsibilities
Financial Management
· Lead on financial planning, budgeting, and monitoring to support the school’s strategic priorities.
· Prepare and present clear, accurate financial reports for the Headteacher and Governing Body.
· Ensure compliance with financial regulations, audit requirements, and local authority or trust procedures.
· Oversee procurement, invoicing, payroll administration, and value‑for‑money processes.

Policies, Compliance and Administration
· Maintain and update school policies, ensuring correct formatting, version control, and timely review cycles.
· Ensure statutory policies are published on the school website and kept up to date.
· Oversee GDPR compliance, record‑keeping, and administrative systems.
· Attend and contribute to Health & Safety, Operations, and Leadership (HOL) meetings.

Human Resources
· Manage HR administration including recruitment, pre‑employment checks, contracts, and staff records.
· • Support the Headteacher with workforce planning, absence monitoring, and employee relations.
· Ensure HR policies and procedures reflect current legislation and best practice.



Estates and Site Management
· Line manage site staff, ensuring the school premises are safe, clean, and well maintained.
· Oversee health and safety compliance, risk assessments, and statutory checks.
· Coordinate contractors, maintenance schedules, and site improvement projects.


Communications and Website Management
· Update and maintain the school website to ensure statutory information and school communications are accurate and accessible.
· Support the Headteacher with internal and external communications where required.

Strategic and Operational Leadership
· Contribute to school improvement planning and operational decision‑making.
· Provide business insight to support long‑term sustainability and effective resource use.
· Build positive relationships with parents, governors, external agencies, and suppliers.

General Duties
· Support the smooth running of the school by leading the administrative team.
· Fulfil any reasonable request from the Headteacher in line with the needs of the school.

Skills and Experience
· Strong financial management experience, ideally within a school or public‑sector environment.
· Excellent organisational, analytical, and communication skills.
· Knowledge of HR processes, safeguarding expectations, and employment law.
· Experience managing facilities, health and safety, or compliance.
· Confident using school management systems and digital tools, including website platforms.
· Relevant qualifications in school business management, finance, HR, or leadership are desirable.

Personal Attributes
· Proactive, adaptable, and solution‑focused.
· High levels of integrity, confidentiality, and professionalism.
· Able to work independently while contributing positively to a team.
· Committed to the values and ethos of a junior school environment.
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