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JOB DESCRIPTION
 		
	JOB TITLE
	School Business Manager
	GRADE
	7



BASIC JOB PURPOSE   

To provide Business Management and Administrative support to the Headteacher and Governors to ensure best value and the successful and effective operation of the school.

MAIN RESPONSIBILITIES

	
	Management of Financial Administration

	1
	Making sure Trust Policies and financial procedures are followed.

	2
	Approving and Processing Invoices ready to be paid by the Trust – including purchase cards.

	3
	Providing explanations for any variances against allocated budgets.

	4
	Providing information about banking deposits to the Trust

	5
	Raising or Informing Trust Team of Invoices required to be raised e.g. SEN

	6
	Providing a payroll adjustment template each month.

	7
	Financial administration for the wrap around services within the team including (overseeing admin) reconciling of monthly invoices and reporting debts. 

	8
	Purchasing items from approved suppliers where there is a procurement deal in place.

	9
	Dinner money administration including updating FSM stats.

	10
	Providing financial information about expenditure to the Leadership to allow them to write reports.



	
	Human Resource Management - Administration

	1
	Ensuring that Trust Policies are followed - absence/sickness/confidentiality

	2
	DBS and Reference Checks – providing info to the Trust for contract creation – Following Safer Recruitment procedures 

	3
	Meeting with the Safeguarding Inspection during Ofsted – SCR and evidence of Safer Recruitment being followed

	4
	Keeping employment files up to date and stored confidentially 

	5
	Assisting with the arrangement of interviews

	6
	Organise training under the Principal’s direction

	7
	Following Trust policies and reporting HR issues to the Trust team as and when they occur. 

	8
	OHU – pre-employment checks and Management referrals

	9
	Ensuring Inductions procedures are carried out as directed by the Trust Policies



	
	Data Reporting

	1
	Preparing Workforce Census for Trust Approval and submission

	2
	School Census

	3
	Single Central Record – reporting to the Trust

	4
	Keeping school MIS up to date with relevant information to ensure the timely completion of census – including absence, etc EOY procedures in time for the new school year

	5
	Absence reporting to insurance company and keeping the portal up to date 

	6
	Over seeing claims of free school milk & fruit



	
	Support Staff Line Management

	1
	Management of the admin team

	2
	Management of MDA’s as the first line of management

	3
	Management of Site Maintenance Officer – supported by estates and compliance manager

	4
	Management of cleaners as first line of management

	5
	Management of some wrap around care – first line of management



	
	Administration Management

	1
	Responsible for managing all areas of admin that fall within the admin team. 

	2
	Responsible for keeping all systems up to date and in line with Trust policies and procedures (HCSS, Arbor, Kids Club, etc), including cyclical set up

	3
	General admin duties e.g. correspondence with both external partners/parents/carers, etc

	4
	Responsible for the following areas; LAB admin, School Website, School Admissions, Chess (advised by the Trust)



	
	Health and Safety Management

	1
	Responsible for updating the compliance centre with required certificates

	2
	Responsible for booking in contractors (Trust Approved, where available)

	3
	Work under the direction of the Principal as the responsible person on site to make sure the Trust policies and procedures are followed

	4
	Responsible for following up on actions raised from the H&S audit

	5
	Responsible for ensuring all accidents are reported

	6
	Responsible for escalation of issues to the Estates and Compliance Manager for the Trust

	7
	Complete H&S training: Fire, Health & Safety, Asbestos, Legionella (incl. within Induction)



	
	Premise Management

	1
	Direct line manager for the site maintenance officer on site, Estates Manager is the Trust line manager for specialist advice

	2
	Management of cyclical maintenance and updating the compliance centre

	3
	Booking in contractors for the site maintenance officers 

	4
	Using Trust approved contractors and where these aren’t in place seeing assistance from the Estates & 

	5
	Compliance Manager/Business and Operations Manager

	6
	Assist with RPA insurance Claims

	7
	Maintain the Asset Register

	8
	Maintain the Contracts Register

	9
	Provide information to assist with CIF bids.



	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined as necessary by the Trust.
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