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JOB PROFILE  
JOB DETAILS  

Post Title: School Business Manager 
Salary: SMKT Range 7 pt 33-36 (Point 33 - £44,075 per annum to Point 36 - £47,181 per annum) 
Hours: 37 per week 
Weeks: 52 (or as agreed per offer letter) 
Annual Leave: 28 days or 32 days dependent upon length of service + Bank Holidays 
Contract type: Full-time, Permanent 
Reporting to: Principal  
Location:  Stephenson Academy
 
JOB PURPOSE  

The School Business Manager (SBM) is a key member of the senior leadership team with responsibility for leading and managing the business operations of Stephenson Academy. This includes finance, human resources, health and safety, site and facilities, administration, compliance and aspects of marketing and communications.
The SBM will:
· Provide high-quality professional advice and operational leadership so that resources are used efficiently, effectively and sustainably to secure the best outcomes for pupils.
· Lead and coordinate business and operational functions at academy level, in line with Stephenson MK Trust policies and the ISBL Professional Standards for School Business Professionals (Lead Practitioner).
· Enable the Principal and wider leadership team to focus on teaching, learning and the wider strategic development of the academy.
 
Line Management Responsibility for: All Academy administrators   
Operational Responsibility for: Finance Officer (reports to Finance Manager), Catering staff (report to Catering Manager) and Site staff (report to Head of Operations) 
SMKT is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.
DUTIES AND RESPONSIBILITIES  
Leadership and Strategy 
· As a member of the Senior Leadership Team, contribute to whole‑school strategic planning, school improvement priorities and operational decision‑making.
· Lead the planning and delivery of all business and operational functions in line with the academy improvement plan, Trust policies and statutory guidance.
· Provide high-quality written and verbal reports, analysis and recommendations to the Principal and governors/trustees on academy finance, HR, compliance, health and safety and operations.
· Attend Local Governing Body meetings, presenting reports and providing professional advice on finance, HR, compliance and operational matters. Monitor developments in statutory guidance,, funding, technology and best practice and advise the Principal on their implications for the academy.
· Promote a culture of continuous improvement, innovation, sustainability and best value across all business functions.
 
Financial Management and Fundraising 
• In partnership with the Principal and Finance Officer, manage the school’s budget and ensure it is 
balanced, realistic, and represents an effective use of public funds.
• Work with the SMKT Finance team to deliver and submit the budget to the governing board.
• Monitor the budget all year round, advising the Principal where revisions or changes are needed.
• With Finance officer forecast future years’ budgets, based on the school’s estimated funding and 
trends in expenditure, to enable the Principal to make strategic, long-term decisions.
• Understand the financial reporting requirements and ensure Finance team have the relevant 
information to submit statutory returns.
• Monitor the Finance Officer and oversee school bank accounts on a day-to-day basis, ensuring money 
is banked, invoices are paid promptly, money owed is collected, and clear records are kept. This is 
jointly monitored with the CFO
• Develop and implement the school’s fundraising and income generation strategy, choosing 
fundraising priorities in line with the school improvement plan.
• Source and apply for grants.
• Work with the Central Finance team and Finance officer to ensure that effective procurement 
processes are in place
• Operational management of the school’s Finance Officer.
• Ensure the effective and efficient operation of the Finance Officer, delegating tasks to finance/office 
staff where appropriate.
• Completion of the monthly budget monitoring reports in liaison with the Finance officer and Central 
team to include variances to budget and forecasting.
• Attend and present finance reports to Local Governing Board meetings. 
• Review and check the monthly payroll, reconciling payroll reports against approved staffing changes and contractual variations, and work with the Head of HR to approve payroll.

3. Procurement, Contracts and Income Generation
· Lead academy‑level procurement within Trust policies and schemes of delegation, ensuring transparency, fairness, probity and best value.
· Work with Central Finance and Head of Operations to: 
· Identify appropriate frameworks and routes to market.
· Prepare and submit academy level business cases in line with the scheme of delegation.
· Plan and manage tender processes where required, in line with Trust policy and statutory guidance.
· Negotiate and manage contracts, SLAs and service agreements.
· Maintain and oversee the academy contract register, monitoring performance against KPIs and taking remedial action where needed.
· Lead on appropriate income‑generation opportunities (e.g. lettings, grants, bids) where authorised by the Trust, ensuring compliance with tax, VAT and trading regulations.
  
4. Human Resources and Workforce Information 
Working closely with the Trust HR function, Principal and HR Manager:
· Lead the operational implementation of Trust HR policies at academy level (recruitment, induction, probation, performance management, attendance, disciplinary, grievance and capability), seeking HR advice where needed.
Safer recruitment:
· Act as operational lead for safer recruitment processes in line with KCSIE and Trust policy.
· Ensure appropriate advertising, application, shortlisting and interview arrangements, including safeguarding questions and checks.
· Ensure completion of pre‑employment checks (references, right to work, medical, qualifications, DBS and barred list checks) in liaison with the central HR team.
Induction and Probation:
· Take the lead on the operational delivery of induction for all new staff, ensuring they receive appropriate information, training and support.
· Ensure safeguarding, health and safety, behaviour, GDPR and key Trust/academy policies are covered as part of induction and recorded.
· Ensure that the probation cycle is completed for all new staff, signposting any concerns to the Principal and central HR Team.
· Support the Principal in reviewing the academy staffing structure to ensure effective deployment of staff and financial efficiency.
· Promote staff wellbeing, equality, diversity and inclusion, working with the Principal and Trust HR to implement initiatives that support a positive and inclusive culture.

5. Single Central Record (SCR) and Safeguarding Compliance
· Responsible for the Single Central Record (SCR) at academy level, ensuring it is accurate, complete and compliant with KCSIE and Trust policy.
· Work closely with the Principal (as safeguarding lead) and Head of HR to: 
· Ensure any DBS disclosures or concerns are escalated and managed appropriately.
· Support internal and external safeguarding audits in relation to safer recruitment and the SCR.
· Ensure that all business and operational processes (finance, HR, operations, , administration) support and uphold the safeguarding of pupils.
6. Resources, Operations and Estates
· Provide operational leadership of non‑teaching resources and services, with support from the Trust’s Head of Operations and IT Manager including: 
· Administration and reception functions.
· Health & Safety, Estates Management and compliance
· Office systems, IT and equipment

· Ensure that non‑teaching staff are effectively deployed, managed and supported to provide high‑quality services to pupils, staff and families.
· Lead the development and implementation of the academy’s estate management and sustainability plans, aligning with Trust strategy and with support from the Trust’s Head of Operations.
· Ensure that the site is safe, secure, well‑maintained, compliant and fit for purpose, including: 
· Implementation and monitoring of planned and reactive maintenance.
· Management of statutory testing, inspections and servicing, with appropriate record‑keeping.
· Coordination of contractors and visitor procedures.
· Appropriately trained first aiders are in place.
7. Health, Safety, Risk and Compliance
· Support the Principal in ensuring the academy complies with health and safety legislation, Trust policies and statutory guidance, supported by the Head of Operations.
· Ensure risk assessments relevant to business and operational functions (e.g. offices, site, contractors, events, trips where relevant) are in place, up to date and acted upon.
· Support the Principal with the maintenance and regular review of the academy  risk register, identifying financial, operational and compliance risks and recommending mitigations.
· Support the Principal with business continuity and emergency planning, including critical incident and disaster recovery arrangements.
· Lead on data protection compliance for business processes at academy level, working with the Trust’s Data Protection Officer (DPO) and ensuring staff understand and follow GDPR requirements.
· Lead on the review and update of academy policies delegated to the local level (e.g. some operational procedures) and ensure they are reviewed in line with the Trust schedule and implemented effectively.

8. Administration, ICT, Digital and Communications
· Lead and manage the academy administrative team to provide efficient, professional and customer‑focused services to pupils, parents, staff and external partners.
· Ensure appropriate administrative capacity is available to support Local Governing Body administration in accordance with the Trust governance framework.
· Ensure administrative systems (including MIS, finance systems, HR systems and other operational software) are used effectively, securely and in line with Trust standards.
· Work with Trust IT and academy based Digital Technology Lead to maximise the use of technology to improve business processes, data quality and staff wellbeing.
· Support the Principal in the implementation of the academy’s communications and marketing activity (including website content and statutory information, newsletters, social media), ensuring compliance with Trust brand guidelines and policies.
9. Governance and Local Governing Body Support
· Act as the academy's lead officer for Local Governing Body governance, ensuring the Local Governing Body operates effectively in accordance with the Trust's governance framework and in liaison with the Trust Governance Professional and Assurance Lead.
· Ensure appropriate administrative support is in place for the Local Governing Body, including arranging meetings, preparing agendas and papers, producing minutes and maintaining action logs through delegated administrative staff where appropriate.
· Ensure Local Governing Body documentation, membership records and meeting information are maintained accurately on GovernorHub in accordance with Trust requirements.
· Work closely with the Trust Governance Professional to ensure compliance with governance requirements, statutory guidance and Trust policies.
· Ensure Local Governing Body actions are monitored and completed within agreed timescales.
· Support the recruitment, induction and ongoing development of Local Governors with guidance from the Trust Governance Professional.
· Escalate governance issues or concerns to the Trust Governance Professional where appropriate.


10General
· Adhere to all Trust and school policies, procedures and statutory requirements. 
· Take reasonable care for the health, safety and wellbeing of yourself and others, complying with all relevant Health and Safety policies and procedures.
· Promote and safeguard the welfare of children and young people in accordance with safeguarding and child protection policies. 
· Contribute to the overall ethos, values and aims of the school and Trust. 
· Work collaboratively with colleagues, maintain positive professional relationships and demonstrate a commitment to equality, diversity and inclusion.
· Participate in relevant training, professional development and performance management activities and maintain high standards of professional conduct at all times.
· Demonstrate a commitment to equality, diversity and inclusion in all aspects of work. 
· Maintain professional standards of conduct and behaviour at all times. 
· Undertake any other duties that may reasonably be required by the CEO, commensurate with the grade of the post. 
· 




PERSON SPECIFICATION 
	Criteria 
	Qualities 

	Qualifications  and training 
	· Degree or other relevant qualification, ideally in accountancy, business management or a related discipline.
· A recognised school business management qualification (e.g. Level 4 Diploma in School Business Management or ISBL‑recognised equivalent) or willingness to work towards this.
· Evidence of recent and relevant CPD in one or more of: finance, HR, estates, health and safety, leadership or school business management.


	Experience 
	· Successful leadership and management experience in a school or in a relevant field outside education.
· Experience of budget setting, monitoring, forecasting and financial reporting.
· Experience of leading or contributing to school self‑evaluation and improvement planning.
· Line management experience, including performance management and staff development.
· Experience of working with children or young people (directly or through a school/education setting).
· Experience of operational HR processes (recruitment, induction, absence, employee relations) in liaison with professional HR support.
· Experience of health and safety, premises/estate or facilities management at an operational level.
· Experience of procurement and contract management, including securing value for money.
· Experience of preparing and presenting reports to senior leaders, governors or boards.


	Skills and 
knowledge 
	· Expert knowledge of financial management principles and practice in an educational or comparable public‑sector context.
· Strong analytical skills, with excellent attention to detail and the ability to interpret and present complex information clearly.
· Strong ICT skills and confidence with relevant systems (e.g. SIMS or equivalent MIS, Access Financials or similar finance systems, payroll/HR systems, Excel).
· Excellent communication and interpersonal skills, with the ability to build effective working relationships with staff, governors, Trust colleagues and external partners.
· Clear understanding of safeguarding, safer recruitment and the management of the Single Central Record.
· Sound understanding of HR practice, data protection/GDPR, equality, diversity and inclusion, and health and safety requirements in schools.
· Understanding of premises and facilities management processes in an academy setting.
· Ability to lead, motivate and manage a range of support staff and to work collaboratively as part of the senior leadership team.
· Ability to plan ahead, prioritise and work under pressure to meet tight deadlines.


	Personal qualities 
	· Strong commitment to the ethos and values of Stephenson Academy and Stephenson MK Trust, and to securing the best outcomes for all pupils.
· High levels of integrity, honesty, loyalty and professionalism; able to safeguard the assets, financial probity and reputation of the academy and Trust.
· Resilient, adaptable and able to manage change positively.
· Calm, solutions‑focused and able to deal effectively with challenging situations.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Commitment to equality, diversity and inclusion.
· Commitment to maintaining confidentiality at all times.
· Reflective, self‑aware and committed to ongoing professional learning and development.
· Conduct in line with the Nolan Principles of public office.



 

The School Business Manager will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff Code of Conduct. 
 
Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the School Business Manager will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the principal. 
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