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                                           JOB DESCRIPTION
School Business Manager

	Job Title:
	School Business Manager

	Location:
	Egremont Primary School 

	Salary:
	Band H

	Responsible To: 
	Headteacher

	Contract Type: 
	Permanent, Full Time, 36 Hours, 41 Weeks

	Role Summary:

	The purpose of this role is to organise, maintain and monitor the School’s  personnel systems and to manage office functions to ensure an effective service to the School.  To line manage administrative staff and site manager, including commissioning and delegation of relevant activities in order to ensure that the resources available are deployed effectively and efficiently to support the work of the school.


	Main Duties 

	Leadership & Strategy 

	· Plan and manage change in accordance with MAT policy and the school development/strategic plan; 
· Attend senior management/leadership team, and appropriate CFO/Headteacher meetings; 
· Understand the culture and climate of the school and where appropriate the wider education environment and contribute to leadership discussions with this in mind 
· [bookmark: _GoBack]Line management of administrative staff and site manager including day to day recruitment / induction / appraisal / training / mentoring systems for these staff. 
· To be responsible for the effective management of financial internal control procedures, including responsibility for compliance with financial regulations and the Financial Scheme of Delegation.

	Resources

	· Ensure appropriate administration provision within the school to enable the school to operate efficiently and effectively 
· Review, develop and implement effective methods to improve administrative systems  
· Through the Headteacher, negotiate Academy Service Level Agreements with organisations and quality assure services provided  
· Monitor all external contracts and ASLAs to ensure effective service delivery

Specific tasks will include: 
· Ensuring that all appropriate inventories are accurately maintained; 
· Liaising and negotiating with suppliers; 
· Overseeing the management of central resources, such as stationery; 
· Liaising with the site manager regarding lettings

	Revenue Generation

	· Identify additional finance required to fund the school’s proposed activities and seek new methods of income generation;
· Actively promote the marketing of the school and its resources to maximise income generation by securing external funding including sponsorship and lettings income;
· Research and recommend other opportunities which are appropriate for the school, taking account of risks and views of stakeholders;
· Present timely recommendations and fully-costed proposals and prepare bids for funding as appropriate.  
· Monitor the effectiveness and implementation of funding agreements.

	Personnel & HR
	· Responsible HR contracts and payroll changes
· Undertaking personnel administration, such as SCR and DBS checks
· Responsible for the completion of all new starter paperwork and other documents relating to staff employment.
· Maintaining and updating personnel database.
· Liaising with the Headteacher on personnel issues.
· Responsible for school personnel administration and updating employee data on self serve, SCR and Arbor (pay increase/holidays/sickness). 
· Managing self serve timesheets and expenses.
· Responsible for monthly salary control.
· Liaising with external organisations to ensure that appropriate clearance for new staff is received –medical checks, child protection.
· Responsible for the maintenance of confidential staff records.
· Produce and monitor ID cards and passes. 
· Coordinate staff sickness and HR support – occupational health.
· Be aware of and ensure equal opportunities for all. 
· Manage supply staff bookings. 
· Manage recruitment and staff appointments process including job adverts. 

	Administration
	· To manage the administrative function including the administrative ICT facilities, school reception, reprographics, records and telephones.
· Manage filing on shared drive (ESFA remittances/payroll/SLA’s) 
· To provide for the preparation and production of all school/pupil records and publications.
· To be responsible for obtaining the necessary licenses and permissions and ensuring their relevance and timeliness.
· Responsible for Workforce Census. 
· Assist headteacher in updating school risk register termly 
· Manage weekly sickness days report with trigger dates. 

	Compliance
	· Effectively manage GDPR in line with legislation and manage the audit process. 
· Manage audit visits. 
· To be responsible for taking staff/adult registers off the premises and distributing them to the appropriate teaching staff in the event of a fire drill/evacuation. 
· Coordinate PAT testing for electrical items. 
· Responsible for security and breakdown management. 
· Manage contractor relationships and update relevant information. 
· Liaise with community patrol (Atlas). 
· Provide support for Headteacher with regards to Health and Safety regulations
· Update the business plan and critical incident plan at least annually and whenever there is a change in personnel
· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the SLT, Governors and where appropriate the Health and Safety Governors;
· Ensure a safe environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided

	Miscellaneous
	· Leading on the review and update of all relevant policies for the various governor’s committees;
· Contribute to the overall ethos / work aims of the School
· Establish constructive relationships and communicate with other agencies / professionals
· Attend and participate in regular meetings
· Participate in training and other learning activities and performance development as required
· Undertaking any other duties requested by the Headteacher, commensurate with the specific responsibilities of the post.
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	Staff Member
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