


JOB DESCRIPTION

	TITLE OF JOB
	School Business Manager	

	LOCATION
	Nascot Wood Junior School

	GRADE
	H9-M1 (depending on experience)


	
1. JOB OUTLINE
1 a) REASON JOB EXISTS	
To lead and manage the school’s financial operations and support the strategic leadership of the school through effective financial planning, compliance and operational management
1 b) MAIN AREAS OF RESPONSIBLITY	
· Ensure the provision of effective financial systems that enable the governing body and the Headteacher to meet their respective responsibilities
· Lead budget setting, monitoring and forecasting across the school
· Ensure that financial and operational procedures meet the requirements of all relevant financial regulations
· Manage the school’s procurement processes to ensure effective purchasing and value for money across contracts, services and resources
· Support the review and implementation of statutory and school policies
· Manage the school’s lettings	
								 
1 c) EQUALITIES
Be aware of and support differences and ensure that the school’s equalities and diversity policies are followed.

1 d) HEALTH AND SAFETY
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.



1 e) KEEPING CHILDREN SAFE IN EDUCATION 
Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. This role involves working in an environment where children are present and is exempt from the Rehabilitation of Offenders Act 1974. All applicants are subject to an enhanced Disclosure and Barring Service (DBS) check as part of Hertfordshire County Council’s pre-employment checks. Any appointment is subject to satisfactory completion of a DBS and other safeguarding checks and to satisfactory references being obtained. 
1 f) ADDITIONAL INFORMATION
The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.
** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.											
2. ORGANISATION 
The jobholder will report directly to the Headteacher and the Chair of the Resources Committee. The jobholder will be managed by the Headteacher.                     		                                                              

3. CONTACTS
The jobholder works with all members of staff in the school, the school governors, the Local Authority and will have contact with external contractors.

4. KNOWLEDGE, EXPERIENCE AND TRAINING
· Significant experience of financial management, budgeting and financial reporting

· Experience of working in a school business management role or within a finance-related profession

· Relevant professional qualifications or substantial experience in a relevant discipline such as accountancy, finance or business management

· Ability to interpret financial information, regulations and guidance accurately and apply these effectively within an organisational setting

· Strong organisational, communication and interpersonal skills, including the ability to influence and negotiate effectively

· Ability to work strategically whilst also managing operational priorities
5. DIMENSIONS
The jobholder is responsible for managing a budget of approximately £1.4 million
School Business Manager Person Specification

	Factors
	Essential
	Desirable
	Assessment Method

	Qualifications
	Recognised finance or school business manager qualification
	Qualified accountant
	Certificates

	Training
	Evidence of continuing professional development
	Financial training within an educational setting
	Application form and interview process

	Experience
	Managing budgets and financial forecasting
Financial reporting and monitoring
Strategic financial planning and decision-making
Working with financial regulations and compliance requirements
Policy management and/or operational compliance

	Experience within a school or educational environment
Understanding of procurement and fixed assets
Health & safety oversight
Income generation
	Application form and interview process

	Knowledge and Skills
	Ability to communicate financial information clearly to non-finance audiences
Ability to understand and respond to changes affecting school finance and operations
Strong ICT and financial system skills
Proficient in using Microsoft Excel
Ability to present information clearly to a non-finance audience 

	Understanding of current educational issues
Ability to build positive working relationships across the school community
Understanding of the challenges facing school budgeting 
A knowledge of Arbor finance and Access budgeting  

	Application form and interview process

	Factors
	Essential
	Desirable
	Assessment Method

	Personal Qualities
	A calm, organised and proactive approach
Strong interpersonal and communication skills, including the ability to negotiate and influence effectively
A commitment to continuous professional development and self-improvement
Ability to work under pressure, manage competing priorities and meet deadlines effectively
Ability to work independently and use initiative appropriately
A flexible and solution-focused approach
	
	Application form and interview process


Please tick to confirm this questionnaire has been agreed by the department and any job holder(s)
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