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Job Title: School Business Leader
Work Location: School Based 
Reports to: Headteacher 
Grade: PO10 Points 60 – 65 £77,550 - £85,677
Leads and Manages: Finance and Administration, Facilities and Human Resources functions, and oversees the contracts for catering, cleaning, and the school’s IT support provision

Job Purpose 
· The School Business Leader is the school’s leading support staff professional and works as part of the Senior Leadership Team to assist the Headteacher in their duty to ensure that the school meets its educational aims. 
· The School Business Leader takes specific responsibility for financial and payroll management, human resources, administration, information technology, facilities and contract management (including catering and cleaning) and health and safety.
· The School Business Leader assists the Headteacher with the strategic planning aspects including all financial implications in accordance with the financial regulations and ensuring that the school makes the best possible use of resources available
· The School Business Leader is responsible for providing professional leadership and management of non-classroom-based school support staff, to enhance their effectiveness.
· Act as the school’s designated Data Protection Lead, providing independent advice, assurance and oversight in relation to data protection and information governance.
· The School Business Leader promotes the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives. 
· The School Business Leader is responsible for the 
· Financial Resource Management
· Administration Management
· Human Resource Management
· Facility & Property Management
· Health & Safety Management 
· Contact management of IT, Catering, Cleaning
· The School Business Leader works with the Headteacher, Senior Leadership Team, Governors and Partnership Learning to provide strategic and day to day support for the business functions of the school

General Duties 
Leadership & Strategy 
· Attend Senior Leadership Team and appropriate Governors’ sub-committee meetings.
· Negotiate and influence strategic decision making within the schools’ Senior Leadership Team.
· In the absence of the Headteacher, take delegated responsibility for Financial and other decisions.
· Plan and manage change in accordance with the school development/strategic plan.
· To lead and manage non-classroom based support staff 
· Develop process measures that are affordable and that will enable value for money decisions for those managing resources.
· Establish and use effective methods to review and improve administrative systems.
· Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication.
· Benchmark systems and information to assess trends and make appropriate recommendations. 
· Prepare information for publications and returns for the DfE, Partnership Learning, LA and other agencies and stakeholders within statutory guidelines. 
· Maintain and report on the schools’ operational and financial risk registers, ensuring significant risks are controlled, monitored and escalated appropriately.

Human Resource Management
· Provide leadership and guidance for non-classroom-based staff, including direct line-management responsibility where appropriate for administrative, finance, premises and maintenance.
· To be responsible for general HR matters: in particular to issue contracts of employment.
· To manage the school’s payroll provision in conjunction with Partnership Learning and any external payroll provider
· To maintain a comprehensive Single Central Record of staff, appropriate checks and training as advised by ‘Keeping Children Safe in Education’
· Advise on HR issues within school and liaise with Partnership Learning and external HR provider
· To give advice to Governors on assessment of salaries, expenses, sickness and maternity procedures, employment law legislation and changes, redundancy and other matters of dismissal, with advice from Partnership Learning and external HR providers as required.
· To attend Employment tribunals as necessary.
· To maintain confidential staff records and to ensure that they are held in a secure, confidential manner.
· To be responsible for/supporting professional development, appraisal and training of all non-classroom based staff including satisfactory monitoring and reporting of probationary periods.
· To be responsible for all staff contracts; and oversee/co-ordinate the administration to support staff recruitment
· To oversee the absence management process.

Financial Resource Management 
· Evaluate information and consult with the Senior Leadership Team, Governors & Trust Central Finance to prepare a realistic and balanced budget for school activity.
· Discuss, negotiate and agree the final budgets.
· Submit the proposed budget to the Headteacher and Governors for approval and assist the overall financial planning process. 
· Maintain a strategic financial plan that will indicate the trends and requirements of the schools’ development plans and will forecast future year budgets.
· Use the agreed budgets to actively monitor and control performance to achieve value for money. 
· Provide ongoing budgetary information to relevant people.
· Identify and inform the Headteacher and Governors of the causes of significant variance and take prompt corrective action.
· Propose revisions to the budgets if necessary, in response to significant or unforeseen developments.
· Present timely and fully costed proposals, recommendations or bids
· Identify additional finance required to fund the schools’ proposed activities, including preparation and submission of external funding bids where possible.
· Maximise income through lettings and other activities.
· Lead procurement and tendering activity in accordance with Trust policies, delegated authorities and relevant legislation, ensuring transparency, compliance and value for money.
· Maintain oversight of key contracts, renewal dates and supplier performance, taking action where services do not meet agreed standards.
· Oversee the submission of information to the Trust Central Finance Team including monthly bank reconciliations, budget monitoring reports and closure of accounts documentation.
· Maintain robust systems of financial control and coordinate internal and external audit activity, ensuring recommendations are implemented promptly.
· Advise the Headteacher and Governors if fraudulent activities are suspected or uncovered. 
· Seek and make use of specialist financial expertise where required.

Administration Management 
· Manage the administrative function across the school
· Keep records in accordance with the school’s record retention schedule and UK data protection law, ensuring information security and confidentiality at all times 
· Design and maintain administrative systems that deliver outcomes based on the school’s aims and goals. 
· Monitor the relevant legal, regulatory, ethical and social requirements and the effect they have on our school and staff, and take action as appropriate.
· Ensuring data protection compliance and helping the school community understand how to comply with data protection law
· Evaluate the schools’ strategic objectives and obtain information for workforce planning. 
· Identify the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities. 
· Lead the development and regular testing of business continuity and emergency-response arrangements, including site closure, utility failure, cyber incidents and operational disruption.

Liaison with the Trust IT Service
· Act as the school’s principal operational contact with the Trust IT Service, ensuring that IT-related matters are communicated, monitored and progressed appropriately.
· Liaise closely with the Trust School Engagement Manager and attend regular monthly meetings to review current issues, upcoming requirements, project progress and the school’s ongoing IT priorities.
· Work with the Trust IT Service to coordinate major technology projects, including device deployments, infrastructure upgrades, system migrations and the introduction of new digital services.
· Ensure that the school completes agreed preparatory actions for IT projects.
· Support the prioritisation of the school’s IT requirements, ensuring that significant operational issues, risks and service concerns are clearly communicated to the Trust IT Service and the school’s senior leadership team.
· Liaise with school staff and the Trust IT Service regarding technology procurement, licensing, contracts and renewals, ensuring that purchases follow Trust standards, approved systems and agreed procurement processes.
· Work collaboratively with the Trust IT Service on cybersecurity, data protection and business continuity matters, ensuring that incidents are promptly reported and that required policies, audits, training and remedial actions are completed.

Data Protection Lead Responsibilities
· Act as the school’s designated Data Protection Lead, working closely with the Trust Data Protection Officer and serving as the main point of contact for data protection matters within the school.
· Coordinate the school’s response to subject access requests, data protection complaints and requests for information, ensuring that these are promptly referred to the Trust Data Protection Officer and that relevant records, emails and supporting information are identified within the required timescales.
· Ensure that actual or suspected personal data breaches are reported immediately through the Trust’s agreed procedures, supporting the investigation, documenting the circumstances and helping to implement any required remedial actions.
· Identify when a new system, service, project or change in working practice involves the use of personal data, and request that the Trust Data Protection Officer creates or reviews the appropriate Data Protection Impact Assessment or Record of Processing Activity.
· Provide the Trust Data Protection Officer with the information needed to complete or update DPIAs and ROPAs, including details of the data being processed, the purpose of the processing, who the data is shared with, how it is stored and the safeguards in place.
· Ensure that no new system, software platform or data-processing activity is introduced without the required data protection review, supplier due diligence and approval through the Trust’s agreed process.
· Support the implementation of Trust data protection policies and procedures within the school, including data retention, information security, CCTV, records management and the secure sharing, storage and disposal of personal information.
· Monitor completion of mandatory data protection and cybersecurity training, promote good information-handling practices among staff and ensure that relevant guidance and updates from the Trust Data Protection Officer are communicated effectively.
· Assist with internal and external data protection audits, provide requested evidence and ensure that any resulting recommendations, actions or compliance improvements are completed within agreed timescales.
· Escalate significant data protection risks, repeated non-compliance or concerns about the handling of personal information to the Headteacher and Trust Data Protection Officer.

Facility & Property Management 
· Ensure the supervision of relevant planning and construction processes are undertaken in line with contractual obligations. 
· Ensure the safe maintenance and security operation of all school premises. 
· Manage the maintenance of the school sites including the purchase and repair of all furniture and fittings.
· To record and plan all building upkeep work that is required, to become a 5-year continuous improvement plan.
· Ensure the continuing availability of utilities, site services and equipment. 
· Follow sound practices in estate management and grounds maintenance.
· Monitor, assess and review contractual obligations for outsourced school services.
· Ensure a safe environment for the stakeholders of the schools to provide a secure environment in which due learning processes can be provided. 
· Ensure ancillary services e.g. catering, cleaning, etc., are monitored and managed effectively. 
· Manage the letting of school premises to external organisations, for the development of the extended services and local community requirements. 
· Maintain a comprehensive premises compliance register, ensuring all statutory inspections, servicing, risk assessments and remedial actions are completed and recorded.
· In collaboration with Partnership Learning, develop and maintain a strategic estates plan, including planned maintenance, condition surveys, capital priorities and lifecycle replacement across both schools.
· Seek professional advice on insurance and advise the Senior Leadership Team on appropriate insurances for the school and implement and manage such schemes accordingly.
· Maintain effective arrangements for recording, safeguarding, reviewing and disposing of school assets, including an accurate asset register and appropriate lifecycle planning.

Health & Safety 
· Act as the Health & Safety Lead and Fire Officer for both schools.
· Ensure appropriate fire safety training and guidance are provided to staff.
· Ensure Health & Safety site inspections are undertaken each term.
· Plan, instigate and maintain records of fire practices and alarm tests. 
· Ensure the schools’ written health & safety policy statement is clearly communicated and available to all people.
· Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change. 
· Enable regular consultation with people on health and safety issues. 
· Ensure systems are in place to enable the identification of hazards and risk assessments.
· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Leadership Team, Governors and where appropriate the Health & Safety Executive. 
· To formulate, monitor and implement the school’s safety policy to comply with the requirements of Health and Safety at Work Act and other legislation.
· Ensure the maximum level of security consistent with the ethos of the schools. 

Support for Greatfields Primary School
· The School Business Lead will also lead and oversee the finance resource and human resource support as above for Greatfields Primary School including liaison with their Headteacher, Exec Headteacher and Governors.

General Requirements:
· Partnership Learning expects its employees to work flexibly within the framework of the duties and responsibilities specified above
· This means that the post holder may be expected to carry out work that is not specified in the job description, but which is within the remit of the duties and responsibilities as reasonably directed by the Headteacher
· Partnership Learning and the School are committed to safeguarding and promoting the welfare of children, young adults and expects all staff and volunteers to share in this commitment
· Staff in schools work subject to statute and many policies and procedures. The post holder will be expected to become familiar with these and work in accordance with them


Person Specification

	Qualifications
	Essential or
Desirable
	How identified

	Relevant degree level qualification, School Business Management qualification or other qualification relevant to financial or business management, or equivalent experience with demonstrable competency
	Essential
	A

	Certificate in Financial Reporting for Academies
	Desirable
	A

	Experience
	Essential or
Desirable
	How identified

	Minimum 2 years of relevant finance business work experience, preferably in an education role
	Essential
	A/R/I

	Strong financial acumen and experience in strategical financial planning, budget monitoring and financial reporting
	Essential
	A/I

	Experience of working in partnership with a Governing Body
	Desirable
	A/I

	Experience of working in partnership with an Academy Trust
	Desirable
	A/I

	Experience of Academy accounting procedures, processes and understanding of cashflow, balance statements and management accounts
	Desirable
	A/R/I

	Ability to demonstrate delivery of service and systems applicable for effective school management
	Essential
	A/R/I

	Experience of overseeing contracts or support services within a complex organisation
	Desirable
	A/I

	Ability to lead improvement projects, including implementation, upgrades and lifecycle planning
	Desirable
	A/I

	Understanding of cybersecurity, data protection, backup, access control and business-continuity requirements
	Desirable
	A/I

	Ability to work collaboratively with senior and curriculum leaders to ensure the SBL function supports teaching, learning and school operations
	Essential
	A/R/I

	Strong knowledge of UK GDPR, the Data Protection Act 2018 and information-governance requirements
	Desirable

	A/I

	Experience of overseeing data-protection compliance, audits, breaches and information-rights requests
	Desirable

	A/I

	Ability to provide independent advice and constructively challenge senior leaders
	Desirable

	A/R/I

	Experience of procurement, contract management and monitoring supplier performance
	Essential
	A/I

	Understanding of internal financial controls, audit and risk-management requirements
	Essential
	A/I

	Excellent organisational and leadership skills; being able to work autonomously and within a team
	Essential
	A/R/I

	Knowledge of HR compliance, procedures and school operations
	Essential
	A/R/I

	Ability to communicate effectively with staff, governors and external stakeholders
	Essential
	A/R/I

	Knowledge of school or academies finance, accounting and HR systems, particularly PS Financials, Access, and Bromcom
	Desirable
	A/I

	Experience of Health and Safety Compliance
	Desirable
	A/I

	Competent IT skills
	Essential
	A/I

	Personal Qualities
	Essential or
Desirable
	How identified

	Ability to relate well to children and adults and operate within a sometimes emotive environment
	Essential
	R/I

	Ability to work and relate harmoniously, positively and effectively within a multi-disciplinary and professionally passionate team
	Essential
	A/R/I

	Highly organised with the ability to use initiative
	Essential
	A/R/I

	Adaptable and flexible
	Essential
	A/R/I

	Hardworking and committed, with a “can do” attitude
	Essential
	A/R/I

	Willingness to develop professional skills
	Essential
	A/R

	Be discrete, confidential, respectful and professional
	Essential
	A/R/I

	Safeguarding
	Essential or
Desirable
	How identified

	Show understanding of and a commitment to Safeguarding procedures and an awareness of how to keep children safe in a school environment
	Essential
	I

	Subject to a clear Enhanced DBS check
	Essential
	O

	Receipt of 2 satisfactory references, one of which must be your current employer, obtained prior
to interview
	Essential
	O




Key: 
A Application 
I Interview 
R Reference 
O Other
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