Little, Stanion Pr\{mon(y School
School Bursar and, Olgiw Managfx\
Job Dexsa*ipbbom

JOB PURPOSE

Tomanag@e%eﬁhmeadmimstrahwand}mmadmtothe
school

Und@’d\@dwechomojl’d\&Heodi:@o&w\ ﬁor\muloi'bth@ﬁuwm
towards their achiemement; to- SLT and;Govemor\&
Tomn@m@sb@iegwﬁmdplmﬂ\obw&mmh\end&

Tomamgetheodndr&stmi‘imo{lpmsomwb}uncﬂon@wﬂ\e
school

Tomanogeﬂw&wdwseo}supphe& equipment; and services
Tomanag,e qﬁadnumstmiwvejsystem&thatddwen
outcomes based on the schools aims and
Toovenseei‘hemaintenaanﬁthebmlding&gmund@and
equipment; under the direction of the, Headbeacher

ORGANISATIONAL RELATIONSHIPS

Directly responsible to- the Head Teacher
LmeMmogﬂ\fooﬁlwsio%and;SLteSquor\

To oversee the management of cleaning staff irv liaison with, the,
Site: Superaisor

Be the mairv point of contact for the IT Support Techniciary

To attend and report to- Finance Committee Gomernor meetings

DEVELOPING SELF AND WORKING WITH OTHERS

Tob@wmxbted/ﬂqwo&mconhmmgpm#es&ombdmdopment

Work, with the: Headteacher to- build: ar professionals learming community,
whichs enables others to- achieme.



«  Support stafl. withiry your team, and, within the whole schools i
g b through ffect uingy profess

o To carmy oub successful performance management, processes with
ond;mmni:oimwposmeschoobwlm:\&

. AWWWMMMWWN@W

. Devdopandmamiamwwlhmeqﬁhghexpe&aﬁm&}onsd}and

SPECIFIC DUTIES

. Tounplmentﬂwlzmm Budgﬁiungzplannmgar@momtor\ngzto
toGovemor\s/theHe,ad/Teoc}w Senior L
aud&on&ondth&LocaLAuﬂwm@tomsw\ej
management, of the, schools woomphanwunﬂuSF\/S

e To WWWWMWW&O&M%}@

pnocedw%m}ollowed
. Tomorutopsalammond/e/xpﬂﬂmand/admwtheHeod
Teacher, Fmoanommbfwand:Go«mmngodgaccor\dmgig/
. Tos&hoppo@mhwtogmmgmar@pmdmwemw}on
o Totake arv actisve role in school projects which include
i MWWW@WO}MW
and, companies to- assist the

. Tommageondd&»eiop@dxmsemq]lsupportsta%enswm

school, R&Mwondpxwdegwdwwwomﬂn@oumentand/}uhu\e
staffing structure

o Ensure thab all safeguarding guidance is strictly adhered, to- and,
maintairv the schools Single Central, Record,

. TOWW#WCPDMWW@wmw



. Manageﬁmance&uwnelatwmtotheschoobmpm«/ementplam v

consultation withy the Head, Teacher and Governors
o To ensure all financial, objectives are achieved and, legal,
' are met.
. Beﬂwmmmcontacb}onﬂrwsdwoobsdatavate@moﬁiw (DPQO)

the GDPR. the school s
compliant with, GDPR.

« SB MMMMWWWSFVS

(School Financial Value Standard)

. Tomanag&th&!&m!luncﬂomoj@thescho&ensurmgﬂwb
pnocedku%andzpohmw\eod}wwto ;

ogmnstvonailon& cashhmi:&ond;oﬂr\er\ke{é/mdimandz

o{lschoob(ﬁmanm
. TOWU’WW@WWW o.ccounilng/
act as systems manager (flor\ﬂ\@schoobsadrmmsh\ahwe

n@umbtomﬂwr%mtopmaﬁm Ersure that
uporvappropnater\esow\ce& Ensure;’thabalLdataproted}oru
. Tomnog@t}\eExtende,d/Ser\vwe& Nunsex\g/ Br\eak!lastond,A}ten
Sdloobdub&enswwngxhoho&w\eadhmwand;appmpmoi@
number\s/qflstoylw\e/wpluoe
. Da»eloppohamomavm@o}maﬁ:&*&wam\danwwtﬂv

. Tomonageth&(flmanuabasped&ojlt}wwiended,mto

wiable. This will include headcount

r\ei'wm budg,etplanmng/ momtomng,ojlnw'nber\s/wl\lw\sexy/andz
the, demand, for wrap around, care.

. TOWH\@HMWSWML&WM@O&

times. and. s subject to rexienwr and, assessment; ats
mtawol&ona&ﬂw&s@ohmopw&ohmdwnge& Ernsure
neporhngo}Heolﬂwand:Sonsue&toﬂw&SLT Gomernors and,
WWWHMMSO}@/EW



Tomw&wupk%po}ﬂwmﬂwﬂc&anddwdopmento}ﬂw

Maintenance Plarn

Maintain pubhor\e,cmd&!lor\ Gover\rungz Bong

Toaﬁendschmbwmmo&@mmbmoflﬂwteon» mdwﬁng/
siezpover\schoob andporent&
TowonhcoUobomhmelgw&hﬂwteochmg;tewwtopmwd@ﬂw

KNOWLEDGE. EXPERIENCE AND TRAINING

To be able to:-

Manage Health, & Safety
management
Deliser value for money initiatives

Undmstondnahmabondnegwn@edumhmabsenwwand
deliver

appropriate strofegies
To use a range of 1T packages



