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JOB DESCRIPTION AND PERSON SPECIFICATION

School Business Manager

Responsible to: 	The headteacher (reporting to the trust’s central team for some aspects of the role) 
Grade and salary:  	Range PO3 to PO4, spine points 34 to 39 (£49,152 to £54,360)
Hours:	Full time, 36 hours per week, all year round 

[bookmark: _GoBack]Purpose and scope

The School Business Manager (SBM) holds a key post of responsibility within the school, and a member of the Senior Leadership Team (SLT).  The SBM ensures day-to-day business functions of the school run smoothly, assists in developing and monitoring effective procedures, and ensures good working relationships with all internal and external stakeholders. 
The post-holder is expected to contribute significantly to the continuous improvement of school and trust services, and will contribute to the objective of an excellent education for all, by helping to ensure all pupils are safe; are excellent learners; have excellent social and emotional skills; and achieve and succeed.
The SBM reports to the headteacher on a day-to-day basis, and reports to the trust’s directors of finance and operations with regards to specific tasks. 

1.	Strategic leadership and management 

1.3 Manage finance, human resources, ICT, premises management and administration for the school, as required, liaising with third party support services/contractors where needed. 

1.2  	Manage marketing, publicity and communications to enhance the school’s reputation.

1.3 Be committed to improving standards and the quality of provision for pupils.

1.4	Generate income to enable and further the school’s aims, and produce timely costed proposals, ensuring they are sustainable through long-term financial plans.

1.5 	Ensure an effective link between the school financial plan and the school improvement plan, to achieve sustainable school improvement.

1.6	Ensure the school’s financial management follows trust procedures and meets the standards required by auditors. 

1.7 	Understand the implications of government policies and educational trends and developments.

1.8 	Plan for and implement new initiatives as appropriate for the school.
 
1.9 	Provide strategic support to the headteacher, on all aspects of school business management.

1.10 	Ensure the school makes the best possible use of resources through effective planning, considering all financial and other resource implications.

1.11 	Take a leading role in the training and development of support staff.

1.12 	Ensure teaching and support staff work effectively together.

1.13	Take an active role in coordinating and managing the relationship of the interested parties and agencies involved in delivering effective extended school services. These include children, parents, school and trust staff, volunteers, and third party organisations such as the police and health service.

2.	Responsibilities in relation to financial resource management:

2.1 	Prepare annual estimates of income and expenditure for approval by the head and the trust.

2.2 	Obtain agreement of budgets and monitor them against accounts.

2.3 	Prepare regular management accounts and reports for the headteacher and the trust. 

2.4 	Advise the headteacher and the trust on investment and financial policy, preparing appraisals for particular projects and developing a long-term business plan or financial strategy for the future development of the school.

2.5	Ensure that correct and robust financial controls and procedures are in place and the school complies with all the trust’s procedures and all relevant regulations. 

2.6 	Use financial management information to analyse trends and identify opportunities for greater efficiency.

2.7 	Manage the school accounting function effectively to agreed procedures, and maintain those procedures by conducting at least an annual review.

2.8 Monitor all accounting procedures and resolve any problems, including ordering, processing and  payment for all goods and services provided to the school; and the operation of all bank accounts, ensuring that a full reconciliation to trial balance is undertaken at least once per month maintaining an assets register, and preparation of invoices and collection of fees and other dues, taking legal action where necessary to recover bad debts.

2.9 	Prepare quarterly returns and year end accounts. 

2.10 	Provide detailed management accounts according to an agreed schedule, reporting immediately any exceptional problems.

2.11	Liaise with the trust’s central team and the trust’s payroll provider to ensure accuracy and that all matters pertaining to payroll are dealt with promptly and accurately. 

2.12 	Prepare all financial returns for any authorised external agencies. 

2.13 	Maximise income generation (within the school’s ethos) and ensure best value principals are adopted.

2.14 	Liaise with the trust, bank, auditors, financial advisers, etc.

2.15	Attend local governing body (LGB) meetings as required, to provide updates on school business matters.

2.17 Use financial management information, especially benchmarking tools to identify areas of relative spend, assess trends and compare spending with similar schools. 

2.17 Liaise with and provide all information required by the appointed auditors and implement any
recommendations.

3.	Bids and contracts

3.1	Secure funding through bids for school projects, including building improvements, within the delegated limits agreed by the trust.

3.2	Negotiate, manage and monitor contracts, tenders and agreements for support services.

3.3	Purchase, either directly or indirectly, the school’s energy supplies.

3.4	Arrange school facilities to include catering, club bookings, music tuition etc.

3.5	Implement the requirements for the school’s insurance scheme, and handle any claims that arise.

4.	Responsibilities in relation to personnel management

4.1	Lead and manage on personnel matters relating to all staff including absence management. 

4.2	Line management responsibility for other administrative staff, including management, recruitment, professional development, appraisal and training of relevant staff.

4.3.1 Oversee the administration for all staff recruitment and selection, contracts of employment and clearance including medical checks and vetting checks in line with Safer Recruitment principles.  

4.4 Give advice on, and seek clarification on assessment of salaries, expenses, sickness and maternity procedures, redundancy and other personnel related matters.
	
4.5 Maintain confidential staff records and to ensure that staff records are kept confidential.

4.6 Advise the SLT on compliance with all legislation concerning employment protection, equal pay, sex, race and disability discrimination etc and the implementation of these policies in the school.

4.7 Work with the SLT to arrange cover for absent staff, liaising with supply agencies where needed. 

5.	Responsibilities in relation to health and safety, facility and premises management

5.1	Work with the premises officer to ensure the maintenance and upkeep of the school buildings and grounds to ensure a high quality environment for learning.  

5.2 Plan, implement and project manage new capital projects, including all financial requirements.  

5.3 Monitor and implement the health and safety policy and ensure compliance with the requirements of all relevant legislation concerning health and safety for all site users and visitors. 

5.4 Establish and follow sound practices in managing the premises to ensure the upkeep of the grounds.

5.5 Ensure ancillary services, such as cleaning are monitored and managed effectively.

5.6 Have oversight of the maintenance and cleaning of the grounds and buildings to ensure the efficient operation of all facilities, and that all statutory checks are undertaken and recorded.

5.7 Take responsibility for ensuring all regulations concerning fire practices and the reporting and recording of accidents are followed and that the testing of all alarms, fire equipment and security alarms meets statutory requirements.

5.8 Have oversight of the security of the school site, and the day-to-day running of the building.

5.9 Oversee the procurement, repair and maintenance of all furniture, fixtures and fittings.

5.10 Contribute to and be the central point of contact for the school’s emergency plan and disaster and recovery plan and to operate the elements linked to resource management responsibility.

5.11	Negotiate, manage and monitor contracts, tenders and agreements as appropriate.

5.12	Have oversight of the letting of the school premises to outside organisations and for the development of all school facilities for out-of-hours use. 

5.13	Know the elements of fire safety and the associated risks, through the process of risk assessment.

6.	Responsibilities in relation to whole school administration, with other key support staff

6.1	Maintain, update and continually improve the schools admin IT operations and communication systems including website and GIAS.

6.2 	Ensure a strong Public Relations service for the school both externally and internally, including development of external links and opportunities for marketing, in liaison with the trust central team. 

6.3	Lead and manage the administrative function, working with the school’s receptionists and administrative staff to ensure the effective delivery of administrative systems including school reception, pupil records, IT admin, facilities admin, management information, school records, school publications, staff absence and cover, attendance, admissions and leavers. 

6.4	To work with the clerk to the LGB in ensuring appropriate liaison with the LGB, including arranging meetings and administrative support as appropriate.

6.5 Review and manage administrative systems ensuring effective processes and communications.

6.6 Liaise with the DfE and LA where needed, and be responsible for required records and returns.

6.7 Ensure effective liaison with other schools and all interested parties and agencies involved in delivering successful extended school services.

6.8 To be responsible for data protection and compliance with relevant regulations. 

6.9	Work with the IT services provider to manage the school’s administrative computer network and be responsible for the security of data and access rights to the system.

Safeguarding Children

The post-holder must be fully aware of and understand the duties and responsibilities arising from statutory guidance including Keeping Children Safe in Education, the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children, young people and vulnerable adults. The post-holder must ensure that the designated safeguarding lead is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
This job description is intended to be a broad outline of duties and is not intended to be exhaustive. The post holder will be expected to take on other duties and responsibilities commensurate with the grade of the post as directed by the headteacher and/or the trust’s directors of finance and operations.
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